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ABSTRACT 
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units; vacancy announcements and position descriptions from 15 
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***************************************************** ******^^ 

* Reproductions supplied by EDRS are the best that can be made * 

* from the original document; * 
*********************************************************************** 



ERLC 



W \-MllJlL .^^^^ 


System and Procedures Exchange Cent* 




ORDER FORM ®M 

Office of Management Studies^Association of Research Libra 
1527 New Hampshire Avenge. N.W., Washington, D:C 20036 • 202-232-8 



_ >KITS ARE AVAILABLE BY SUBSCRIPTION, FROM YOUR LIBRARY VENDOR/AGENCY OR DIRECT**** 
To orBer, fill put form below and send with PREPAYMENT* to: ARL Office of Management Studies 
1527 New Hampshire Ave. NW, Washington, DC 20036. Claims must be made within 90 days. 



Purchase Order #: 



Shipping Address: 



OMS Client No. : 

(see mailing label J" 



Is this your first order from us? 



(ZIP) 



TOTAL NUMBER of Kits ordered below: 
TOTAL AMOUNT ENCLOSED $ 



X $20.00* PER KIT ($25.00 outside U.S.). 
(PREPAYMENT IS REQUIRED)* 



>. TITLE 

. Organization Charts 

i. Personnel Organization 

. Personnel Classification Schemes 

. Collective Bargaining 

. Staff Associations 

. Managerial and Technical Specialists 

• The Systems Function 

. Allocation of Resources 

. Planning for Future of Card Catalog 

. Automated Cataloging 

. External Fund Raising 

. Use of Annual Reports 

. Internal Communication: Library Pol i ci 

. External Communication 

. Special Collections 

. Collective Bargaining 

> Indirect Cost Rates 

, Affirmative Action Programs 

, AACR2 Implementation Studies 

, Basic Preservation Procedures 

Executive Review 

External User Services 

Fees for Service 

Staff Development 

Online Bibliographic Search Services 
Recruitment and Selection Practices 
Internships and Job Exchanges 
Specialty Positions 
Services to the Disabled 
Document Delivery Systems 
Approval Plans 

Public Services Goals and Objectives 
Personnel Classification Systems 
Professional Development 
Integrated Library information Systems 
Library Materials Cost Studies 



(JUAN. NO. TITLE 

96. Online Catalogs 

97. Building Renovation 

99. Branch Libraries 

100. Collection Security 

101. User Studies 

102. Copyright Policies 

103. The Assistant/Associate Director Position 

104. Microcomputers 

105. Nonbibl iographic Machine-Readable Data Bases 

106. Electronic Mail 

107. University Archives 

108. Strategic Planning 

109. Staff Training for Automation 

110. Local Cataloging Policies 

Hi. Cooperative Collection Development 

112. Automation/Reorgan.Technical/Publ ic Services 

113. Preservation Education 

114. Binding Operations 

115. Photocopy Services 

116. Organizing for Preservation 

117. Gifts and Exchange Function 

118. Unionization 

119. Catalog Maintenance Online 

120. Exhibits 

121. Bibliographic Instruction 

122. End-'Jser Searching Services 

- 123. Microcomputer Software Policies 

124. Barcoding of Collections 

125. Technical Services Cost Studies 

- 126. Automated Library Systems 

- 127. Interlibrary Loan 

128. Syr terns Office Organization 

129. Organization Charts 

130. Retrospective Conversion 

131. Collection Development Organiz./Staf f . 




*ARL library members may be billed. ARL per-Kit cost is $10.00 



USES OF SPEC KITS 



The Systems and Procedures Exchange Center (SPEC) is a 
clearinghouse operated by the Association of Research 
Libraries, Office of Management Studies that provides a central 
source of timely Information arid jriaterldis on the management 
and operations of large academic and research libraries. It 
facilitates the exchange of knowledge and documents through 
SPEC Kits, which are^ distributed ten times each year to ARL 
members and other interested !ibrgries._Tfe_Kits Include 
topically-arranged groupings of unedited primary source 
documents - selected for their value to administrators and 
decision-makers -that illustrate a wide range of alternative ap- 
proaches to specfic issues. 

Kit documents come from general membership surveys and 
from selected libraries contacted directly by SPEC, and most 
Kits are produced within six months of surveys. The documents' 
value comes from their variety of ideas, methods, and solutions. 
They are not viewed as finished products, but rather as points of 
departure for a library's planning efforts and as stimulants to in- 
novative approaches to problem-solving. Asjsuch, Kits do not 
present answers or prescriptions for any one library; instead 
they illustrate how selected ARL members are planning for or 
dealing with particular issues. The worth of any one Kit to a par- 
ticular library will depend upon the specific topic covered and 
the library's stage of development in that area. 



Materials are selected according, to the following criteria: 

• Presents an approach of potential value to ddrriinistratdi 
and decision-makers 

• Timely, and dealing directly with the topic under cor 
sideration 

• Probability of application of ideas or thinking to othe 
library situations 

• Illustrative of actual practice, rather than theoretical 

• Understandable, readable communication 

All together, the materials should provide a range of alternative 
approaches that complement each other, provide variety, anc 
stimulate comparison and contrast. 

Libraries can take advantage of the Kit compilations in c 
number of ways. Administrators can evaluate the assumptions 
methods, and results of other libraries' approaches; compare 
and contrc:t thenrv and use the learnings in their own situations 
Library staff members can use the kits as professional develop 
ment and current awareness tools. Committees and task force? 
can use them to begin a review of current practices. And the 
Kits can identify other persons or places to contact for furthei 
information. Back-up files in the SPEC office also are available 
for loan to member libraries. In additioa SPEC will conduct on- 
demand surveys or analyses geared specifically for a single 
library. 



EVALUATION 

Kit Title/Number 

I Which uses did the library make of this Kit? 



2; Please indicate how useful the Kit was for these purposes. 

□ Very Useful □ Quite Useful □ Somewhat Useful □ Not Useful 
3. Do you have suggestions for this Kit or for future Kits? 



(optional) NAME _ 

LIBRARY 
PHONE _ 



Please return this form to the SPEC Center, OMS/ARL ^527 New Hampshire Ave.. N.W.. Washington. DC 20036. 
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COLLECTION DEVELOPMENT ORGANIZATION 

AND STAFFING 



e collection development function is one of the stable 
features of research libraries,, yet there may be no other unit 
that currently shows as much diversity in composition and 
reporting relation ships. Over the past several years, libraries 
have moved from an emphasis on building collections to 
managing information resources. Today's collection 
management activities also include evaluation, budget 
administration, identification of materials for preservation, 
and decision-making regarding weeding, remote storage, and 
participation in cooperative programs: in addition, the 
collection management staff is responsible for selecting a 
wide variety of materials including audiovisual media, 
software, and data files. 

To examine changes in organization and staffing, SPEC 
surveyed the academic members of the Association of 
Research Libraries in Fall 1986. The focus of questions was 
on changes within the past three to four years. Responses 
and materials submitted by 53 libraries indicate three basic 
trends: I) Continuing changes in the organization and 
staffing of collection development; 2) increasing emphasis 
on formal training and liaison with teaching faculty; and 3) 
growing interest in the development and execution of studies 
on the cost, performance, and analysis of the collection 
development/management function . 

ORGANIZATION. The organization of collection 
development and management functions usually falls into 
one of three patterns^ j) a staff largely composed of full-time 
bibliographers with responsibilities assigned by academic 
department, language or subject area; 2) a decentralized staff, 
where a significant number of professional staff have some 
collection development responsibilities; and 3) a staff with 
some combination of full-time bibliographers and other full- 
time staff who work as selectors part-time. Analysis of 
questionnaire responses did riot show a correlation between 
the percentage of total professional staff involved in 
collection development and libraries' materials budgets. 
However, Hbraries with materials budgets of at least $2.5 
million generally reported using about 20 professional staff 
members as part-time selectors. As materials budgets 
approached $3.5 million, libraries usually reported about 30 
part-time selectors. 



Almost all libraries responding to the questionnaire indicated 
the presence of a collection development or management 
unit. However, tnere was wide variety in titles of the 
individuals in charge, their responsibilities, and spans of 
control. Internal structures ranged from a unit composed of 
no full-time bibliographers and over 40 part-time selectors, 
to units with more than 20 full-time bibliographers. 
Between these two extremes were many combinations. 
Based on responses from 34 libraries, the number of full- 
time bibliographers ranged from 1 to 23, with an average of 
6: Among the 50 libraries reporting on part-time selectors, 
the range was from 4 to 46, with an average of 21 selectors: 

The structure that appears to be most common is a core of 4- 
6 full : time bibliographers complemented by about two 
dozen part-time selectors. In cases where there are a large 
number of part-time selectors, many libraries have appointed 
coordinators, often organized into humanities, social 
sciences, and sciences groups. Such coordinators usually 
report to the head or director of collection development. 

The recent SPEC Kit #129, Organization Charts in ARL 
Libraries (November-December 1986) discussed the 
organizational location of collection development units in 
61 ARL libraries. Documents reviewed for this kit confirm 
the finding that the common reporting line is directly to the 
university librarian in 50 percent of the libraries studied. 

STAFFING AND ACTIVITIES. Of the 53 responding 
libraries, six reported a complete change or significant shift 
from full-time bibliographers to part-time selectors. Five 
libraries^reported^some movement in the opposite direction, 
i:e., from part-time selectors to full-time bibliographers: 
Twenty libraries reported other changes including the 
addition of part-ti: ne selectors and the creation of new 
positions. The remaining 22 libraries basically have kept 
collection development staffing the same. 

Traditionally, collection development has used staff from 
public services, and mere specifically from reference. Over 
the past three years, however, there has been a movement 
toward using part-time selectors from other departments, 
including the non-public services areas of acquisitions and 
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Association of Research Libraries, Office of Management Studies, 
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cataloging: Among the 53 responding libraries, the approximate 
percentage of total professional staff involved in coi lection 
development ranged from 10 percent to 75 percent; with an 
average of 40 percent. 

Increasing staff involvement has been due in part to such factors 
as staff shortages, budget constraints, arid the influence of new 
technologies. However, by Using more staff for collection 
development, libraries often find that their subject arid foreign 
language expertise is enhanced. In addition, the involvement of 
more staff provides additional opportunities for building a 
collection that is responsive to users' needs. 

The amount of time that part-time selectors spend on collection 
development is determined in a variety of ways. It can depend on 
the subject responsibilities, individual and departmental 
priorities, or amount of funds to be expended, but usually it 
appears to be negotiated arid determined by discussion between an 
individual selector and supervisor during an annual goal-setting 
process or review. Submitted documents did not reveal the use of 
formulas for establishing division of tirr^. 



QUALIFICATIONS, TRAINING AND 
EVALUATION. Educational requirements and minimum 
qualifications for bibliographers as reflected by submitted 
documents indicate that advanced subject degrees are desirable, if 
not required. Several libraries reported that they are experiencing 
difficulty in finding librarians with foreign language competence. 

The training of librarians new to collection development is 
receiving increasing attention; A number of guidelines arid 
checklists, as weii as handbooks^ and manuals for bibliographers, 
are now is use. Almost one-fourth of the respondents indicated 
that some type of collection development manual was in the 
planning or revision stage. Libraries also report conducting 
workshops and in house presentations covering basic concepts of 
collection development. In many cases, new bibliographers and 
selectors work closely with experienced staff during a training 
period. As collection development becomes more decentralized, 
various aids are being developed in order to communicate specific 
subject responsibilities and schedules to library staff and external 
constituents. 



TRENDS AND NEEDS. Building arid maintaining a 
collection Usually has involved the ccR)peratibri of teaching 
faculty. With the current interest in improving libraiy-schbjar 
communication; some libraries are developing new ways of 
encouraging faculty to serve as advisors and consultants for 
collection development decisions and planning; Establishing a 
sound working relationship with teaching faculty Is often 
mentioned in position descriptions. In addition to working with 
faculty on an ongoing basis and seeking their views regarding 
the direction of teaching programs and scholarly research, library 
liaisons also are involving instructional faculty in special 
projects such as collection assessment, serials cancellations and 
transfer of materials to remote storage. 

A fairly recent development in ARL libraries has been increased 
participation in the North American Cojlection Inventory Project 
(NCIP), which has provided a number of libraries with a 
mechanism for assessing collections, refining collection 
policies, and developing staff expertise in the collections 
management area. 

The area of collection management is receiving renewed interest 
from an administrative perspective today. As functions become 
decentralized through the use of more staff across departmental 
lines and^as tasks become more complex, innovative 
management approaches are needed: One response has been the 
addition of coordinators who oversee groups of selectors: 
However, libraries are still working to develop performance 
measures and ways of establishing division of time for part-time 
selectors. Because of these and other needs, collection 
development is a promising area for a management information 
system, which can serve as a tool for planning and analysis. 

The SPEC Kit on Collection Development Organization and 
Staffing (#131, February 1987, 121 pages) contains selected 
SPEC survey results, jllustrations of the organization of 14 
collection development units, position descriptions from 15 
libraries, 10 examples of orientation and training aids, and 3 
study reports. 



Performance measures for collection management activities are 
being developed in several libraries. However, submitted 
performance evaluation documents did not reveal any formal use 
of measures specifically for collection development personnel. 
One library which had implemented performance measures two 
years ago has since reorganized collection management functions, 
and has stopped using the measures. Factors considered most 
often in evaluations include professional knowledge and skill, 
quality and quantity of work, judgement and decision-making, 
and work relationships: Several libraries require a 
review/evaluation involving library and unit goals and objectives 
on an annual basis. 



This flyer and kit was prepared by 
James E. Bobick, Associate Director, 
University ' Libraries, Case Wesiem Reserve University, as part 
of the OMS Collaborative Research /Wri ting Program. 
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TO: SPEC Liaisons orr*.* Manaj^^ 



of Research tibwtos 
• 202-232-6656 



55— SPEC— QUEST IONNAIRE RESULTS 

CALL FOR DOCUMENTS ON 
COLLECTION DEVELOPMENT ORGANIZATION AND STAFFING 



range = 

range 
range 



SPEC 

Question #3 

3. How many bibliographers and selectors does the library have? 
(Indicate "0" if none) 

1-23 mean = 6 Full-time (34 Respondents} 

Part-time (50 Respondents) 
Approximate percentage of total library staff 
reflected by above 

^Percentage reflects total professional librarians. 



4-46 _ .... 
10%-75% 



mean = 




*mean = 


40% 



SPEC 

Question #4 

4. In the past three to four years, has the library: 
(six libraries) 11% moved from full -time bibliographers to time/adjunct selectors 

~ moved from part-time/adjunct selectors to full-time bibliographers 
kept collection development staffing as it is 
Other 



(five libraries )= 



"3T 



(22 libraries) = ^ 



(20 libraries) = 38 ^ 



Responding libraries reporting a significant shift from full-time bibliographers 
to part-time/adjunct selectors included: 



Colorado State University 
McGill University 



Cornell University Louisiana State University 

Michigan State University UC, Irvine 



Responding libraries reporting a significant shift from part-time/adjunct selectors 
to full-time bibliographers included: 



Brigham Young University 
University of Notre Dame 



Tulane University 
Yale University 



Temple University 



SPEC 

Question #8 

8. Does the library provide training for new collection development staff? 

36 yes 

ig no 

Seven of the surveyed libraries did not respond to this question 



yc 



11 



SPEC 

Question #9 



9. Does the library use performance evaluation forms/procedures for collecti 
development Dersnnnel? r u CUI 



development personnel? 

39 yes 
no 



Four of the surveyed libraries did not respond to this question. 



* SPEC 

Question #11 

11. Has the library conducted any studies or comparisons of costs related to 
the collection development function? (For example, percentage of selector's 
salary as related to book funds to be expended. We are not interested in . 
analyses of the materials budget.) 
4 yes 
43 no 

Six of the surveyed libraries did not respond to this question. 
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ARIZONA STATE UNIVERSITY 



UNIVERSITY LIBRARIAN 



ASSOCIATE UNIVERSITY LIBRARIAN 
FOR COLLECTION DEVELOPMENT 



COLLECTION DEVELOPMENT 
COORDINATOR 
HUMANITIES 



I Subject Specialists j 
J in the Humanities i 
L i 




COLLECTION DEVELOPMENT 
COORDINATOR 
SOCIAL SCIENCES 



COLLECTION DEVELOPMENT 
COORDINATOR 
SCIENCE & TECHNOLOGY 



i i 



j Subject Specialists 
i in the Social Sciences 



I Subject Specialists j 
iin Science & Technologyi 
L J 



8/86 CD 



BOSTON UNIVERSITY 




Business Services 



Inter-library 
Loan 



Assist. Dept. Head 
Reference Services 



Assist. Dept. Head 

Collection 

Development 



Assist. Dep.t. Head 
On-line Searching 



Microforms 



Assist. Dept. Head 
Library 
Instruction 



Supervisory Library 
Technician, 
Bibliographic 
Searching 



i. 



Library technician, 
Bibliographic Searcher 

(y poSi4i"bns) 



Librarian II, 

Government 

Bibliographer 



Librarian II, 
English Lit. 
Bibliographer 



Librarian II, 

Business/Econ. 

Bibliographer 



Librarian II* 
Soc. Work/Psych. 
Bibliographer 



Librarian II, 

Religibn/Philo. 

Bibliographer 



Librarian II, 
An thro .-/Soc. 
Bibliographer 



Librarian II, 
Mod. Lang. 
Bibliographer 



Librarian IT, 
Health Sciences 
Bibliographer 



Librarian II* 
Biology/Chemistry 

Bibliographer 



Librarian II, 
Physical Sciences 
Bibliographer 



Librarian II, 
History ■ 
Bibliographer 



Librarian II, 

Part-time 

Reference 
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Librarians, 

Part-time 

Reference 



BROWN UNIVERSITY 



POLICY 1 . 5 
BROWN UNIVERSITY LIBRARY 
PUBLIC SERVICES AND COLLECTION DEVELOPMENT DIVISION 
ORGANIZATION CHART 



Assistant university Librarian 
For Public services & 
Collection Development 



Secretary 



Collection 
Development 
Coordinator 



Circulation Department 
Head Librarian 



Assistant. Head 
Librarian 



Rock Door 
Cuards, LC I 



lT 



Rockefeller 
Supervisor 



Circulation 

LTA II 



Reserves 
LTA 11 



Sciences 
Supervisor 



Ci re/Reserves — 
LTA II | 



Ooor Guards 
LU I 



Copy Center _ 
LC II 



APRIL 1984 



Shared Resources 
Coordinator 



Penbroke 
Librarian 



— LAS II 



Shelve 
Supervisor 



Rock Shelving 
LC II 



Sciences Shelving 
LTA I, LC II 



Rock Copy Center 
LC II 



Conputer Operations 
LAS II 



Rockefeller ILL 
LAS, LC III 



Sciences ILL 
LAS, LC III 



Reference Oepartnent 
Head Librarian 



Rockefeller Reference 
Lib rari ans, LAS 



sciences Reference 
Librarians, LAS 
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CASE WESTERN RESERVE UM VERSTTY 
UM YEflSTCY UBRAWES 
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_ ___ _J=OQ- 
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AND 

COLLECTION MANAGEMENT 

i/87 
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DRECTP9 
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FRE6ERGER 
LBRARY 



MUSC 
LBRARY 



CROJLAT0N 



REFERENCE 



IX 



—DOCUMENTS 



COLLECTION 
DEVELOPMENT 



SEARS 
LSRARY 



ASTRONOMY 
LIBRARY 



CRCULATCN 



REFERENCE 



Jtt- 



DOCt*tNTS 



COLLECTION 
DEVELOPMENT 



FUNCTIONAL SYSTEH 
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D RECTOR Of UNIVERSrTY 
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COLLECTION MANAGEhtNT 
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REFERENCE 

A» 

COLLECTION MANAGEMENT 



IX 



DOCUMENTS 



_gARS __ 
REFERENCE 
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COLORADO STATE UNIVERSITY 

CURRENT 



Acceii Service! 
Division Head 



Preservation 
1 person — 



If Circulate 
L t» B 



(i departments) 



ion Department 

tfcjatggjg 



Reference Dept. 
5 neonle 



Interlibrary Loan Dept. 
- 5 neonle 



Co 1 lec t ion S e rv ic e ■ 
Division Hgati 



(9 departments) 



Sp«c.Coll. 
2 neonle 





Bio J 


Uid. 

tola 





Bui, /Econ. 
f .3- people 



Engineer* 
2.Speonle 



VTHBL 
2 neools 



ESBL 
1 gWKP 



For ./At;. 
2 neonle 



Huaunit iea 
2 aiflpjj 



ATSL 

1 WTtOfr 





Phya.Sci • 




Soc.Sci. 




CLASS 




.3 &t9Ple 




3 people 




1 pereon 



PROPOSED 

(This became official June 1, 1986) 



Acceaa Servicea 
Division Head : 



(3 departments) 















Preservation 




Circulation Dept. 




Interlibrary Loan Dept. 


i -person- 




14 people . 
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LIBRARY RESOURCES GROUP 

Principal Administrator ; Hi rector , Library Resources Group 

Parent Urntj Office of the Vice President for Information Services and 
University Librarian 

Rede: To develop ana preserve library collections suited to Columbia's 
needs 

Objectives: 

1. Strengthen Columbia's national and world position as a scholarly 

institution. 

2. Build resources to support actual J.nstructional activities of the 

university, frequently short-term, expendable, flexible. 

3. Build resources to support the present and future research needs of 

the university, primarily long-term, permanent, balanced. 

4. Build resources to support comnitments to regional and national 

resource plans. 

5. Preserve the collections. 
Functions: 

1. Participate in planning use of computer technology in the libraries. 

2. Recommend basic allocations for resources activities. 

3. Control budgets for funds allocated to the Resources Group. 

4. Exercise over-all control over resource expenditures through the 

library system. 

5. Establish and enforce policy for collection development, including 

purchases, gifts, exchanges, documents, etc. 

6. Plan and carry out programs and services of collection development. 

7. Secure- appropriate resources by identifying materials needed in 

developing the collections. 

8. Monitor acquisitions policies of all units within the library 

system. 
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9. Solicit and coordinate subject knowledge of service unit personnel 

in collection development • 

10. Participate in decisions for location of collections. 

11. Establish and enforce policies regarding preservation of librairy 

resources. 

12* Plan and carry out proorams of collection preservation. 

13. identify materials that require preservation decisions in terms of 

binding, filming, special care, reprinting, or other maintenance 
activities. 

14. Participate in decisions relating tc the organization of the 

collections. 

15. Participate in providing in-depth reference assistance. 

16. Relate library resources to instructional programs by working in 

planning projects, developing curricula, and making presentations 
in classrooms. 

17. Train and revise professional and clerical staff in resource- related 

activities. 

Key Wbrking Relationships 

li Library units in Support Group. 

2. Library units in Services Group. 

3. Distinctive Collections. 

4; Faculty, researchers, students. 

5. Libraries and other organizations involved in regional and national 

resource planning. 

6. Planning Office. 

Reports 

Each unit is responsible for periodic reports to its parent unit and 
information reports from the head of the unit to his/her staff. 

Performance and evaluative criteria 

1. Growth, development, and preservation of collections according to 

plans. 

2. Research support of the level and quantity planned. 
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COLUMBIA UNIVERSITY LIBRARIES 
Unit Name: RESOURCE DEVELOPMENT DIVISION 



Principal Administrator: Assistant Director for Resources 
Parent Unit: Resources Group 

Sub-units: Resource Development Committees for 

1. Social Sciences 

2. Humanities and History 

3. Sciences 



Rcle: To develop information resources for the Columbia 
University Libraries. 

Objectives: 

1. Bring together staff possessing expert information, 
library, subject and language skills for the development 
of locally held and shared information resources required 
by the academic community. 

2. Develop and maintain an up-to-date collection policy 
based on actual .instructional activities, Present and 
future research needs of the university and continuing 
intra-university resource sharing and national consortial 
commitments. 

3. Assist in acquisition, provision of reference service, and 
bibliographic control of materials in special languages. 



4. Participate in preservation, maintenance, and management 
of the collection. 

Functions: 

1. Participate in planning for the Resources Group, including 
recommending, preparing, and monitoring budgets; preparing 
reports on faculty research and instructional programs; 
doing analyses of the collection and of availability of 
heeded information resources. 

2. Recommend policies for collection development; revise and 
keep policies up-to-date. 

3. Operating in the context of established budget 
allocations, make informed and timely resource 
selection decisions based on collection development 
policy, to receive the greatest value from the funds 
spent. 

11 
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4. Assist in implementation of policies regarding collection 
management and maintenance, including storage, 
preservation, deacquisition, and microform conversion 
decisions. 

5. Promote faculty &nd student awareness of resources 
through a variety of liaison activities designed to 
facilitate intellectual and physical access to the 
collections, incuding participation in public service 
activities, service on faculty committees, membership and 
attendance at actings of scholarly professional 
organisations. 

!?- For specified languages: assist in the acquisition of 

material through purchase, exchange, and receipt of gifts; 
participate in the production of bibliographic control 
records; assist in cataloging. 

7. Train, develop, and evaluate the performance of staff in 
the unit to achieve the highest level of performance. 



Key working relat i oriships t 

Internals 1. Library units in Service and Support groups. 

2. Distinctive collections. 

3. Bibliographic Control Division. 

4. Planning Office. 

5. Systems Office. 

External: 

lm Faculty, researchers and students. 

2. Appropriate members of Research Libraries Group 

and other consortia! partners. 

Reports: 



Annual report of Assistant Director to the Associate Librarian for 
Resources; 

Annual reports from area bibliographers 
Performance and Evaluative Criteria! 

1. Growth, development, maintenance, and preservation of the 
collections according to plans and policies. 

2. Academic community's satisfaction with availability or 
access to materials needed. 

3. Accuracy of records and reports produced. 




Unit Name: COLUMBIA UNIVERSITY LIBRARIES 

RESOURCE DEVELOPMENT COMMITTEES 



Principal Administrator s Chairpersons 

Parent Unit: Assistant Director for Resource Development 

Sub Units: 1. Humanities &nd History 

2. Sciences 
3 » Social Sciences 



Role: Operating in the context of established collecting 
policies, to provide a forum for communication and 

problem solving among steff members involved in 

coordinated collection development and between this 

staff and other units and the Assistant Director for 

Resource Development j to recommend changes in current 
collecting policies or practices. 

Objectives*: 

1. Facilitate communication among staff members involved 
in resource development and between this staff and other units of 
the libraries. 

2. Review selection practices with the purpose of 
maintaining conformity with established policy and receiving the 
greatest value from the funds spent . 

3. Recommend changes in resource development policy. 



Functions: 

1. Conduct regular meetings. 



2. Review budgetary limitations, RLG and other 

consortial commitments, access to information outside the 

libraries, the current curriculum, and current and future 

research needs to recommend changes in Columbia University 
Libraries' collecting policies, particularly as embodied in the 
•RL6 conspectus and Current collecting wli€ies T 

3^ Prepare annual summary of those developments in 

information processing, storage and retrieval, faculty research 
and curricuiar activities at Columbia which have implications for 

resource allocation and modifications of collecting policies, 

making recommendations for such changes where appropriate . 

Chairperson writes report based on data supplied by members. 

4. Review current collection practices including review 

13 

25 



of order requests , particularly of serials, involving expensive 
items, duplication of titles held by other library utits, titles 
of questionable value to the collections, titles apparently 
failing out of scope for the library units requesting them, 
titles in relation to RLG commitments, and other titles as 
identified for review by the Assistant Director for Resource 
Development. 

5. Identify, make recommendations, and set priorities on 
major preservation projectsi Assist in making decisions on 
large scale transfer of materials to storage or conversion to 
microformat for collection maintenance* 

6. Identify and transmit other broad concerns relating 

to resource development interests and library planning and 
operations to appropriate channels for discussion and resolution. 

_?» _ Present informational programs en resource 
development topics of general interest, such as publishing 
trends, changes in information technology, reports cm resource 
sharing projects r which may have a bearing on local practice. 



Key working relationships: 
Internal t 

1. Directors and Assistant Directors of Services and Support 
Groups 

2. Particular library units in Services and Technical Service 

groups, especially Bibliographic Control, Acquisitions, 
Interlibrary Loan 

3. Preservation Department 

4. Budget and Planning Office 

External: 

1. Faculty , researchers, students 

2. Selection officers at Research Library Group libraries and 
other organisations with which there are consortia! agreements 



Reports: 

1. Hinutes of meetings ( to other resources committees, 
Assistant Director^ and to Director of Services) 

2. Annual report on developments in research and 
curriculum within the university and their resources 
implications (to Assistant Director) 



Performance and Evaluative Criteria: 

14 



1. Growth, development, preservation of collections according to 
plans nd policies. 

Academic community's satisfaction with availability of 
materials needed. 
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These committees, including the Chairpersons, are to be appointed 
by the Director for Resource Development, with the advice of the 
Directors of the Services and Support groups and Librarians of 
the Distinctive Collections* The term for the committees, 
including the chairpersons* is one year* with appointments made 

to begin with the academic year. The Assistant Director for 

Resource Development is ex-officio member of each of the three 
committees. 

A Resource Development Steering Committee* made up of the 

chairpersons of each of the three Resource Development Committees 

and the Assistant Director for Resource Development will 

coordinate the work of the three committees. 
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IOWA STATE UNIVERSITY LIBRARY 
COLLECTION DEVELOPMENT DIVISION - ORGANIZATION CHART 
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ORGANIZATION OF COLLECTION DEVELOPMENT 
AT THE IOWA STATE UNIVERSITY LIBRARY 



The object of this document is to clarify the responsibilities of the 
collection development staff to outline a structure that would provide for 
smooth and effective functioning of the collection development. 

I. Collection Development Responsibilities 

The over-all responsibility for coordinating collection development 
and management lies with the Assistant Director for Collection Development. 
Specifically this responsibility includes the following: 

1. Reyiew and confirmation of staff assignments for collection 
development/management in specific subject areas. 

2. Preparation of budget requests and allocations of funds based on 
information received from acquisitions departments and collection 
development staff. 

3. Development of selection policies and procedures. 

4. Assisting in the development of liaison with academic departments 
and faculty members. 

5. Coordination of the flow of orders in accordance with available 
funds and personnel. 

6. Assisting in the development of priorities for expensive purchases. 

7. Reviewing and approving of proposals for purchases of collections. 

8. Approval of purchases of expensive items as stated in separate 
documents . 

9. Administrating the Collection Development Unit. 

16. Chairing the meetings of the Collection Development Council. 

11. Sharing of information concerning budget, selection policies, 
acquisitions procedures, and other pertinent documents with 
collection development staff and others responsible for selection 
of library materials. 
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In addition to the four full-time bibliographers, who constitute 
administratively the Collection Development Unit, a number of other staff 
members currently participate in the selection of library materials. The 
following is a compiete listing of staff members carrying specific collection 
development responsibilities or assignments: 



Area/-S*ibjgefc 



Name 



Biological Sciences /Agricul ture/ 

Earth Sciences 
Children's Literature 
Education 

English & American Literature 

Government Publications 

Home Economics 

Haman 1 ties 

Maps 

Music 

Physical Sciences/Mathematical Sciences/ 

Engineering 
Reference Collection 
Social Sciences 

Special Collections - Rare Books 
University Archives 
Veterinary Medicine 



Robert Sickles 
Joan Kirk 
David Tyckoson 
Don Pady 
Jan Fryer 
Diana Shonrock 
Ursula von Godany 
Marilyn Moody 
Collin Hobert 

William Lee 
David Tyckoson 
Cindy Dobson 
Stanley Yates 
Laura Kline 
Sally Peterson 



Whlle it is the prerogative of all librarians to suggest and recommend 

books for purchase in areas of their particular expertise or interest, the 
primary responsibility for collection development in specific subject areas 
rests with the persons to whom these subject areas have been assigned. This 
responsibility involves working closely with faculty members in the various 
academic departments since the selection emphasis should reflect not on^y 
current course offerings and research programs , but also long range plans 
of the academic departments concerned. It may be neither possible nor 
desirable to spell out all the various tasks and duties of bibliographers 
and other subject selectors. The main responsibilities, however, can be 
summarized as follows; 

1. Surveying the quality and adequacy of the collections in assigned 
subject areas . 

2. Developing and maintaining a liaison with faculty members. 
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Selecting current and retrospective library materials for all 
collections in accordance with the Library's acquisitions policy, 
specifically byt 

a. reviewing books received on approval plans and deciding on 
their retention or rejection. 

b . monitoring approval plans (form selections , national 
bibliographies - BNB ,WR) . 

c. screening and approving faculty orders as necessary. 

d. systematically checking specialized bibliographies and 
second-hand book dealers catalogs. 



To establish and maintain contacts with second-hand dealers in 
specialized fields. 

To develop jointly with faculty priorities for collection development 
in specific subject fields. 

To work with other bibliographers and subject selectors as necessary 
for selection of materials that may overlap two or more assigned 
subject areas. 

To recommend budget allocations for purchases in assigned subject 
fields. 



To manage purchases in accordance with allocated funds. 

To provide annual reports on the year's activities arid collection 
development/management , including any significant purchases . 

To report to the Assistant Director for Collection Development 
any new programs in academic departments that may affect the 
collection development of the Library. 

To submit for approval to the Assistant Director for Collection 
Development orders for expensive items as specified in separate 
documents, as wall as other unusual requests. 
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II. Structure of Collection Development 



It must be recognized that the collection development in a large 
university library is essentially intellectual in nature, arid there ii; a 
need for different approaches to the various subject areas and for flexibility 
in selecting and procuring different materials in these subject fields. 
Because of these reasons and the large number of people involved in selection, 
a rigid structure following departmental organization of the Library is not 
desirable • 



Collection Development Council 



The Collecton Development Council , _ chaired, by the Assistant Director 
for Collection Development^, consists of all full-time bibliographers and 
the Head of the Special Collections. The Council meets on a monthly basis 
to discuss all matters of concern to the Collection Development Division. 



Every other month the Council invites to the meetings the Assistant 
Director for Technical Services, the Head of Information Services Department, 
as well as all subject selectors. 



COLLECTION DEVELOPMENT 
10-81, Rev. 7-84 
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MICHIGAN STATE UNIVERSITY LIBRARIES 
ORGANIZATION CHART 
BEFORE CHANGES 
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MICHIGAN STATE UNIVERSITY LIBRARIES 

NEW ORGANIZATIONAL CHART 
(Sept. 1966) 
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NORTH CAROLINA STATE UNIVERSITY 
COLLECTION DEVELOPMENT NARRATIVE 

The Head of the Collection Development/Acquisitions Department 
at North Carolina State University serves as the chief collection development 
officer. Collection development is the joint responsibility of the faculty 
and the library staff. A library committee in each department provides 
liaison between the library and the department and serves as a conduit for 
requests from the faculty for library materials- The Head of Collection 
Development/Acquisitions and the Assistant Director for Technical services 
coordinate the work of the library committees and the library staff and 
attempt to assure no important or relevant monographs needed for the collection 
are missed. In addition, there is a selection committee for expensive items 
and serials. Requests are submitted by faculty for serials and the Assistant 
Head of Collection Development/Acquisitions coordinates the work and attempts 
to assure no important or relevant serials needed for the collection 
are missed. 

The Librarian for each of the five branch libraries at North Carolina 
State University select monographs and serials for their collections; but 
because serials represent a continuing expense the serial titles selected are 
reviewed by the serials selection committee (called Collection Development 
Policy and Selection Committee). 

At this time North Carolina State University has no bibliographers 
in Collection Management. The Head of Collection Development/Acquisitions has 
begun to involve members of the Reference Department with selection on a formal 
basis. Reference staff members have always suggested titles to 63 added to the 
collection, but Reference personnel now select using Library of Congress 
Alert Service Cards. The new Head of Reference and the Collection Development/ 
Acquisitions Head hope to arrange for a coordinated model where selected 
members of the Reference Department will spend a portion of their time on a 
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regular basis for selection activities. There are certain objectional features 
to such an arrangement when reference duties become heavy and the Collection 
development work must continue uninterrupted. If a model can be devised that 
works, however, it should have excellent results. This does not obviate the 
need of several bibliographers with subject expertise in the sciences, 
engineering and technology—bibliographers dedicated to collection management 
as a first duty who would also spend a portion of their time with bibliographic 
instruction and database searching for users. 
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QUEEN'S UNIVERSITY 

COLLECTION DEVELOPMENT NARRATIVE 

7/86 



At Queen's, there has been no separate department for collection 
development. The Library's role in collection development, 
management and assessment has been pervasive and complex, and has 
involved staff in most areas of the library system. 



The Acquisitions Librarian has been responsible for the co- 
ordination of collection development, management and assessment, 
and the chairing of the Collections Committee. Collection policy 
statements are drawn urp by faculty departments according to a 
format and definition of levels established by the Library and 
approved by the University. We use the "Stanford format". They 
are then reviewed by the Acquisitions Librarian. Significant 
changes are taken to the Collections Committee for review. 



Acquisitions funds are allocated to the Library by the University 
based on Library proposals for annual increases. Traditionally, 
the University has been very supportive of the acquisitions 
budget. The Library then allocates these funds for purchases by 
department and by format of material — health sciences, 
education, law, documents, and each of the departments in 
humanities, social sciences, pure and applied science, etc. has 
its own allocation for books and journals. In addition, there 
are general allocations for approval plans, reference and 
' interdisciplinary materials, etc. These allocations are normally 
drawn up by the Acquisitions Librarian for review and approval by 
the Chief Librarian. 



The Acquisitions Librarian reviews incoming requests for library 
materials to ensure that they fit collection policy and can be 
covered by the appropriate allocation, solving problems in 
consultation with faculty as they arise and with the Collections 
Committee or the Chief Librarian if necessary. 



The bulk of requests for library materials come from faculty 
involved in teaching and research and via a departmental library 
representative. However, selection for health sciences, 
education, law, documents, special collections, reference tools 
including bibliographies, and some specific subjects (eg- 
mining, civil engineering) is mostly done by librarians^ those 
areas. The Order Librarian has a special responsibility for the 
monitoring and maintenance of the approval plans. The Serials 
Librarian has a special responsibility for the continuous review 
of serials subscriptions and standing orders with the 
cancellation of appropriate titles and the addition of 
appropriate new ones. All librarians have been encouraged to 
request material to fill perceived gaps in areas covered by our 
collection policy or in new areas we sense the University will be 
involved in soon. 
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The advantage of the Queen's system has always been the active 
participation of the faculty in all matters relating to 
collection development. Consultation between faculty and 
librarians is on a day-to-day basis. This has ensured a close 
natch between what is collected and the teaching and research in 
progress. Owing to the increased pressure on faculty in these 
times of tight budgets and staff shortages, we are adding a new 
Collection-Development Librarian position to Acquisitions this 
year. It is hoped that the person in this position will be able 
to assist faculty in several areas with the time-consuming task 
of selecting new material. 



The Collections Committee is comprised of the heads of the 
various library units (circulation, documents, acquis it ions ,_ 
cataloguing, reference/ branch and faculty libraries). Its role 
Is to discuss and resolve difficult policy issues, or to 
recommend action to the Chief Librarian if appropriate. 
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ORGANIZATION CHART 
COLLECTION DEVELOPMENT DEPARTMENT 
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Organization of Collection Development 



The department will consist of two full-time bibliographers 
(for the social sciences, and humanities) working with the head 
of collection development and with subject selectors (and possibly 
some subject consultants) . The question of whether or not to add a 
full-time bibliographer for the sciences will be considered when 
there has been time to see how well science collection development 
responsibilities are met after the new position of assistant 
librarian for the Engineering-Science Libraries is filled. 

The^Bibl iocrraphera responsibilities would include: 

1) Coordinating the work of the selectors in their areas. 

2) Reviewing their selections in order to have an idea of what 

is being added to the collections, rather than to approve or 
fi- a §?^?T e — - items selected. (Only for new selectors would 
the bibliographers be expected to need to pass judgment on the 
material that had been selected.) 

3) Actually selecting in their own special area 

4) Filling in for absent selectors or when selectors positions 



5) Overall knowledge of the collection in their areas. 

6) Overall faculty liaison, especially with new faculty. 

7) Handling with some consultation with selectors: 
a) Sifts^ 

bj Heeding. 

cj Rebinds, mends, withdrawal of worn items. 

d) "Replacement recommended. 99 

e) REG Conspectus • 

f ) RLG or NACIP Verification Studies . 

_ 3) _Cpllectipn_ evaluations for academic programs. 

8) Working with the head of collection developmemt and t- 
collection developlent committee on : _ 

a) Collection development policy. 

b) Approval plan profiles. 

c) Materials budget allocations. 

The Subject Selector** responsibilities would include: 

1) Reviewing books received in approval shipments. 

9l Col A^*+> A ~ T mm -*+ — * - — m. - 



Xln^ general, selectors who were shared between Reference and 
collection Development would spend about 7 hours per week on 
TVfzf collect i°n development work, with some working as 
little as 3.5 hours per week and some as much as 10.) 

A Consultant would serve as a faculty liaison in his/her subject 
area and/or as an expert in the field making suggestions as to 
what might be added to the collection, but would not have 
assigned hours for collection development or an allocation of 
discretionary funds. 




bibliographers as necessary on 
B, etc. 
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Collection Development Committee 



Members: Head of Collection Development (Chair); Bibliographers 
for Humanities and Social Sciences; one elected/ 
appointed (Paley) Selector; _Head_ of Special Collec- 
tions; Head of Reference and Information Services; one 
representative from the Branches; Head of Engineering/ 
Science Libraries; others? Associate Director for 
Collection Development and Public Services? 



Charge : To advise the Head of Collect ion Development on 

Collection Development Policies for the Temple Univer- 
sity Libraries including those relating to: 

1. Materials selection. 

2. Gifts. 

3. Duplication of materials. 

4. Materials in non-traditional formats. 
5. 

6. 
7. 



and on other relevant matters including: 

1. Materials budget allocations. 

2. Organization of Collection Development efforts. 

3. Assessment of Temple Collections. 
4. 

5. 
6. 



and on Collection Development aspects of: 

1. Establishment/ retention of discrete collections « 

2 • Space priorities • 

3 . Materials processing priorities • 

4. Preservation. 

5. Relations with networks and cooperatives. 
6. 

7. 
8. 
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ORGANIZATION CHART FOR COLLECTION DEVELOPMENT AND ACQUISITIONS DEPARTMENT 



Collection Dev^lonmen t 
J. Ariel, Assoc. Lib.* 
o E. Broidy, Assoc. Lib.* 
M. Fineman, Assoc. Lib.* 
F. Forbes, Assoc. Lib.* 
J. Gelfand, Assoc. Lib.* 

D. Hixon, Librarian** 
E« MacDonald, Librarian 
A. McLean, Assoc. Lib. 

E. Yeghiayan, Assoc. Lib. 
Engineering Librarian* 

0 

Social Sciences Librarian* 



Department-Head 
M. Buzzard, Librarian 1.00 



Secretary/QPS 
S. Porras, LA II 1.00 



Asst. Department Head 
E. MacDonald, Librarian .50 



Gifts & Exchange 

R. Milligan, LA IV 

Section Head 1.00 

F. Downs, LA III .55 

Student Assistants 



Order -Receiving 

L. Aranda, LA IV 
Section Head 



L. Dien, LA II 
K. Liston, LA II 
R. Ramsey, LA II 
C. Schwartz, LA II .50 
Student Assistants 



* The primary assignment is 
in the Reference Department. 
** Half-time assignment in the 
Catalog Department 



1.00 
1.00 
1.00 
.50 



Bibliographic Searching 

J. E. Moore, LA V 

Section Head 1.00 

F. Downs, LA III .45 

L. Long, LA III 1.00 

M. Oppenheim, LA III 1.00 

L. Penugonde, LA II 1.00 

L. Torachak* LA III .50 

Student Assistants 



s 

H 
< 
ft 

M 
H 

> 

H 
*i 
O 



> 



August 1, 1985 
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ATTACHMENT #1 
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Collections 



H 



Head, Sci. § Engr. 



rT~ i : 'i 1 ■ -t 

Engr. Chem. Physics Biol. 



Asst. CD. Officer 



Head, Govt. Head* 
Pubs. i 



[ Goninwni-- I I Lingliis- Lilr. I 

Anthro. cations Econ. Educ. Psych, tics Sci. Soc. 



Arts 
Asst. Hd. 



Area S,tudies 



L. Ltud. Slav 



I I 



Hd. Music 

i 

Asst. Hd. Music 



Bl. Stud. Slavic Oriental Bstrh Chicano 

Latin 
Amer. 
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DIAGRAM: ORGANIZATION OP TH£ PRGCES 



ORBER REQUESTS ORIGINATED i 



IS OF SELECTING MATERIAL FOR ACQUISITION IN LIBRARY, UMWS/A«fli^:,T 
SUBMITTED BY---—----—- - 




REFERENCE & OTI£k| 
LIBRARY STAFF 



- - - APPROVAL PLANS - - 
US /Canada (Trade) 
US/Canada (Academic) 
Latin America 
USSR Xfik- 



— BLANKET ORDERS— - 
Amer Council on, Educ 
Amer Geographical Soc 
Brookings Inst'n 
Conference Board 
ILO IMF NAS 
OECD OAS OPEC 
Rand Corporation 
Royal Historical Soc 
Urban Land Institute 
WHO 

•^4-tO- name only a Jewj 



M 



Suggestion jox ; "j 

STUDENTS; MISC. 



RECOMMEND FOR CON- 
SORTIOM PURCHASE: 

• Five Colleges 
Bos ton Lib Cons 

* CONSUL 
Center for Res- 

^ earch Libr.s 
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COLLECTION 
DEVELOPMENT 
DIVISION: 
review/edit; 
select 




(APPROVE/FORWARD FOR ORDERING -- 
(sort, annotate with subject/area 
fund codes & priority, etc.) 




GOVERNMENTAL 
DEPOSITORY ITEMS* 

Massachusetts 
Canada (nat'l) 
m if 



SELECTION SOURCES: 
primary 
LC HARC. citations 
national/trade bib- 
liographies 
reviewing media 

secondary 

publisher/vendor 
special oiicrs 

subject listings of 
other libraries 

antiquarian catalog 

subject/area biblio- 
graphies 



SERIAL SUBSCRIPT- 
IONS S. STANDING 
1 ORDERS 



NOT APPROVED* (DUPLICATE; FUNDS 
EXPENDED; TOO EXPENSIVE; NOT 
AVAILABLE; etc.) 




BOOKS & OTPR_ 
"MONOGRAPHIC" IT- 
EMS: e.g. maps, 
recordings, etc. 



Acquisitions 
department 



serials 

UNIT 



MONO 
UNIT 



7 



* 


1 ' 


1 

TO DEFERRED FILES ' 


(for.? 


utufe con- 1 




r;ic ion) — ) 



UNWANTED/SURPLUS 
(to FGt sales, or 
for exchange ; or 
recycle) ^'*«* ; 
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V 



Vacancy Announcements and 




s 




ARIZONA STATE UNIVERSITY 

ASU LIBRARIES A:2 
OOLLECTIOM DEVELOPMENT MANUAL 12:84 



Collection Devet epwsnt Division (coat.) 
b> Responsibilities 

I; Associate University Librarian for Collection Development 
Purpose jjnd 

The A&zqc lata University Librarian for Collection Development 
reports to the University Librarian and Is responsible for the 
leadership end Management of ail collection development activi- 
ties. The administrator Is responsible for the creation and 
Implementation of el I collection development policies. The pol I- 
cles set the direction for the expenditure of a $3+ million 
materials budget. S/he contributes actively to the management of 
the University Libraries. 

Spe^ff IC Responsfhttf + lttc; 

—Provides leadership for the entire collection development divi- 
sion. 

•^Supervises, evaluates, and conducts other required personnel 
matters for the humanities, science/engineering, and social 
science coordinators. Chairs Selection Advisory Committees for 
all vacant coordinator positions. 

— Writes annual supplementary evaluations for all librarians 
engaged In coi lection development. This responslbl I Ity may be 
delegated to appropriate coordinators. 

— Superv I ses , eva I uates, and conducts other requ! red personne I 
matters for the classified staff In the division. This respon- 
sibility may be delegated as appropriate. 

— Coordinates the creation and Implementation of all collection 
development policies throughout the Libraries. 

— Chairs the Libraries' Collection Development Council. 

—Develops, Implements, and evaluates policies for the materials 
budget In consultation with appropriate Technical Services 
personnel . 

— Provides direction and Instrument;; for collection assessments. 

—Ensures that materials vendors are responsive to the collection 
and selector needs; develops and oversees blanket and approval 
plans. 



—Provides leadership In Identifying and acquiring major research 
col lections. 
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ASU LIBRARIES 

COLLECTION DEVELOPMENT MANUAL 



A:3 
12:84 



Associate University Librarian for Oolloctlon Pevelopweirl (coat. 3 

—Initiates cooperative collection development endeavors among 
the three university libraries In Arizona. 

— Represents the University Librarian on and off campus in the 
Interpretation of the strengths and special needs of the 
col lections. 

— Communicates and coordinates with appropriate Technical 
Services personnel to facilitate effective working 
relationships. 

—Works with the appropriate Associate/Assistant University 
Llbrarlan(s) In automation, budgeting, personnel . public 
sery Ices, and technical _ services to fulfill the goals and 
objectives of collection development. 

--Employs all components of POSDCORB In the administration of 
col lection development. 



^Participates In the Libraries' Affirmative Action/Equal Employ- 
Meat Opportunity planning. 

~* Serves on the University Librarian's Executive Council and 
Administrative Council; participates fn overall library plan- 
ning and policy formulation. 

--Performs other appropriate duties as assigned by the University 
Librarian. 

2. Collection Development Coordinator 

Purpose jflad itcopa 

Reports to the Associate University Librarian for Collection 
Development. Position Is responsible for the development and 
Imp I ementatt on of the Co 1 1 ect I on Deve I opment and Management 
Program . 

Spec! fig Responsibility 

Acts as a major contributor to the production and updating of the 
Libraries' Col lection Development Pol Icy Statement (I.e. , the 
document which describes all policies regarding the selection, 
location and preservation of library materials), is responsible 
for developing and Implementing the collection development sub- 
ject profile In his/her broad area of expertise. 



34 54 



ASU LIBRARIES 

COLLECTION DEVELOPMENT MANUAL 



A:4 
12:84 



Collection Develo p me nt Coordinator (cont.) 



Facilitates an understanding of col lection development priorities 
and objectives among staff and faculty, and Interprets policy: 



•^Hfbrks with subject specialists Individual ly or In groups, 
or lent I ng and advising th em on co 1 1 act I on deve I opmen t pol Icles 
and procedures. When needed, provides gu I dance and coord! notes 
staff support for such special projects as the development of 
collection guidelines, assessments, circulation studies, weed- 
ing projects, etc. 



"-Participates In both technical service and public service 
policy making decisions, serving as an advisor on collection 
development, management and preservation Issues, either on a 
person to person basis or through appropriate tcsk forces or 
committees. 

-^-Coordinates collection development activities with other units 
In the I Ibrary. 

—Serves as a J J a J son _w I th f ac u i ty on i nterdepa rtmen ta I an d/or 
broad fnterdlsclpj Inary Is suns. 

Maintains In-depth knowledge of obilecH^n development activities 
In his/her area of expertise: 

— C^dlna+w th and foreign 

approval plans and blanket a^ders. ^slsts subject specialists 
]n Interpreting profiles and procedures. Serves as a contact 
with dealers In bringing about prof I le changes. Acts as an 
advisor In Initiating new automatic acquisition plans when 
needed. 

— Evaluates f Inn orders for monographs at time of ordering as 
wet I as upon recel pt and coord! nates referral for interdisci- 
plinary material; Reviews requests for period lea [s, serials, 
and expensive Items, conferring with the Associate University 
Librarian, Col lection Development and other coordinators In 
establishing purchasing priorities. 

--Reviews damaged andjnisslng books, and mates appropriate recom- 
mendations for trealment. Coordinates the review of gifts and 
the acquisition of added copies. 

Produces statistical and other management reports and prepares 
recommendations for Improving the Libraries 1 performance In col- 
lection development matters. Develops operational procedures for 
col lection development services and functions. 



35 




ASU LIBRARIES 

COLLECTION DEVELOPMENT MANUAL 



A:5 
12:84 



Ool lection Pevmle p ma nt Coordinator <cont.) 

Participate In the personnel administration of the Collection 
Development Program. Makes recommendations to the Associate 
University Librarian, Collection Development regarding subject 
special 1st assignments, assists In reviewing assignments prior to 
the recruitment of new subject specialists. Advises the Associ- 
ate University Librarian for Collection Development on subject 
specialists 9 performance. 

Way carry out Individual subject specialist activities In speci- 
fic areas, and other specific collection shaping responsibilities 
as assigned. 

3. Object/Area Specialists In Collection Development 

Purpose £Qjj jfcQftfi 

Subject/Area Specialists are responsible for developing and main- 
taining familiarity with all iiie short and long ran^e needs of 
the department (s) they represent* Insofar as they concern library 
support. These needs are evaluated In the context of library 
policies end objectives, as well as current priorities* and are 
Integrated Into them when appropriate. Subject/Area Specialists 
are also responsible for the evaluation of the Library's effec- 
tiveness In this context. 

The needs of^ the department are roughly translated |nto LC 
classes In the Collection Development Policy Statement, thus 
becoming the definition of the specialist's col lection develop* 
meht assl gnment. When areas of I nterd I sc I pi I nary I nterests are 
Identified In a particular department, the responsibility for 
collection shaping In those areas may logical ly fall Into another 
specialist's assignment, called primary selector and Is discussed 
below. 

Responsibility 



Col lection Shaping: 

Primary Selectors are responsible for the execution of all acti- 
vities described below. In assigned areas: 

Collection Development Policy Statement: 

—define LC class most appropriate and descriptive of the curri- 
culum and research needs tn assigned department (s) or ranter; 
—define levels of collecting Intensity In LC classes assigned. 

Select and request current and retrospect! ve library materials 
for the general and reference, branch or special collections. 
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A:6 
12:84 



Sebject/Araa Specialists In Collection Development (coat.) 

Evaluate the ef fectlveness of the col lection as we 1 1 as Its 
quality and relevance: 

^-conduct formal and Informal assessments; 

—prepare j-eports^ for Internal use, University departments, or 
outside agencies such as accreditation bodies* 

Honltor the condition of jtfie objection by deciding Jocatlon, 
transfer • repair, repl acement * mmm mg, *r adding copies of 
library materials. 

Review incoming gift material for possible addition to the col- 
lection. 

Keep abreast of resource-sharing agreements In state* regjoh, and 
nation. Initiate recommendations for additions or changes. 

Interdlsclpl I nary Selectors. When areas of I nterd Isclpl j nary 
Interests are I dent! f led In a^artlcular^d^j)artment jn the pro- 
cess jof wr I tin g o r opdatt ng the^eo[l act I on^ Devel opment Pol I cy 
St a t— e n I , the responsf bl I tty of col lection shaping may logical !y 
frafrf toto -anothe r spe cialist's assignment, litis person Is called 
tha primary selector. The special ist *hc Is assigned that aca- 
demic de pa rtment Is the contact person In the liaison function, 
but the collection-shaping responsibilities fail upon the primary 
selector. 



Responsibilities of Interdisciplinary selectors: 

--Keeps abreast of the library service needs of the academic 

departments assigned; 
— Communicate the information to primary selectors and other 

library colleagues; 
—Assist primary selectors In collection-shaping activities as 

appropriate. 

Liaison Function: 

Ail specialists, whether primary or interdlsclpl I nary selectors, 
are responsible for maintaining close contact with the assigned 
department (s) or center^ Insofar as their heeds are relevant to 
library service, the specialist Is expected to communicate them 
to appropriate colleagues. 

Contact may be through formal or Informal means with the faculty 
library representative, a departmental library committee, parti- 
cipation In meetings, or personal contact with students, staff, 
and faculty In a variety of library or university settings. 

The principle of liaison Is to promote communication between 
academic units and departments and the library. 
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UNIVERSITY OF CALIFORNIA 
Davis, California 

8/86 

WiKbUNCE^IENT OP VAQWCY 

KSIflON AVAILABLE: Assistant University Librarian for Collections 

SALAHr RANGE: $38,606 to $61,358, based on qualifications 

and experience. 

VPWz Immediately. 

RESPONSIBILITIES : SMs is an upper-level administrative 

position which reports directly to the 
University Librarian and serves as part 

of her senior management teanu Has 

primary responsibility for planning and 
carrying but effective development of the 
Library's collections in support of the 
adversity's programs and research. _ Manages 
and allocates resources budget of $2.7 
million. Oversees the collection development 
activities of 35 librarians, whose selection 
responsibilities range from 10% to 80%. 
Designs programs to enhance selectors 1 skills. 
Prepares selector evaluations in conjunction 
with primary supervisors. Develops policies 
relating to the scope, use and management 
of the collection. Provides direction regarding 
the storage, weeding and conservation of the 
eolleetidni Promotes use of the collections 
fey scholars. Assists with special projects 
and program proposals for the Library. 
Develops and conducts assessment studies. 
Represents the. Library in system and national 
collection development forums. Supervises 
directly the heads of the Collection Management 
Office, Conservation and Preservation and Book 
Fund Accounting^ 

QPALIPICATIONS: A graduate degree in library science from an 

ALA-aceredited institution or its equivalent. 
Collection development experience, preferably 
at least five years, in a research library. 
Evidence of previous record of successful 
experience in the following: management, 
grant proposal development, interaction 
with donors and friends groups, and 
promotion of the collection. 
Demonstrated understanding of bibliographic 
sources and processes and scholarly use of 
of the collections. Evidence of ability to 
lead, coordinate and motivate professional 
associates within a collegial framework. 
Excellent writing, speaking and interpersonal 
skills required. 
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COLL. MGT. OFF. 



THE Et^RDNMENT: . The University of California, Davis catipus fias 

an enrollment of 20^000 students and off ers a 
l^anced acadendc program. She Library ranks 
among the top 25 research libraries in North 
America. Its current holdings of more than 
2,000,000 volumes grow at an annual rate of 
80,000 volumes. Davis is " a pleasant, 
environmentally aware community of 39,000 
located in the lower Sacramento valley - 75 
miles northeast of San Francisco and 15 miles 
west of the state capitol. As a result of the 
University's presence, Davis offers many 
cultural advantages and a wide range of 
professional services. 

BENEPIOSs Librarians are academic appointees. Obey earn 

214 days of vacation and 12 days of sick leave 
per annum. The University has an excellent 
retirement system which is coordinated with 
Social Security. _ Several health and dental 
plans are provided by the. University. Group 
term life insurance and reduced enrollment 
fees are available. 



Applicants should send letter, resume and the names and telephone 
numbers of four references by to: 

Jane E. Marshall, Assistant University Librarian 
108 Shields Library 
University of California 
Davis, Gft 95516 

. " \ Telephone: (916) 752-2110 



THE "UNIVERSITY OF. CALIFORNIA* DAVIS IS COMMITTED TO A POLICY OF 
1 "AFFIRMATIVE ACTION AND SPECIFICALLY INVITES INQUIRIES AND APPLICATIONS 
- FROM WOMEN AND ETHNIC MINORITIES. 
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PLEASE POST 



April 17, 1985 



UNIVERSITY OF SOUTHERN CALIFORNIA 

As s i s t a n t / A s s o c i a t e University L i b r a r i a n f c r 
Collection Development and Special Programs 



& ible to : 



Reports to the Deputy Universi ty Libra r i an . Incumbent 
participates in the general library administrative process , 
including policy and planning, budget and resource allocation, 
organization and communication , staff development and 
personnel decisions • 



Specific Res?onsibil ities : 

1. Serves as the library administrative officer with major 
line responsibility and authority for the building and shaping 
of the University Library 1 s. collections . Maintains close 
contact with all library bibliographers, appropriate students 
and faculty and others assigned to the selection and 
acquisition of materials. 

2. Recommends , allocates, and monitors the budget for the 
purchase of library materials, in .consultation with the 
library's bibliographers, the Deputy University Librarian, and 
the University Librarian. 

3. Responsible for the on-going development of a library-wide 
collection development policy f in coordination with the 
library 1 s bibliographers . .Directly related to this is 
responsibility for planning and implementing all necessary 
collection evaluation and analysis studies, including but not 
limited to the Research Library Group's 'Conspectus 1 program. 

4. Maintains close liaison with other collection development 
officers, locally, regionally, and within the structure of the 
Research Libraries Group, as well as Within other relevant 
professional groupings . 

5. Reviews and recommends staff assignments for collection 
development in specific subject areas. Library faculty in all 
library departments report to this position in matters 
directly relating to collection development (book selection , 
general collection policies, gifts and exchanges policy, etc.) 

6. Recommends and coordinates policies relating to the 
weeding , discarding ( , and storaging of library materials. Acts 
as final authority on the discard of library materials in 
instances of doubt or disagreement among subordinate staff. 



40 

60 



7* .Assists in the development of priorities for acquisition 
bf_large sets or separate collections/ either by purchase or 
gift. 

8. _ In. cooperation with _ the appropriate 
librarians coordinates and _ facilitates the 
d is semi nation of appr opr iate staff and user 
the library's major collections. 

9. Library's publications program and other such duties as 
may be assigned by the University Librarian. 

10. This, position exercises direct line supervision of the 
heads of each of the following library units: Latin American 
arid Iberian Collection; American Literature Collection; 
University Archives; Political Papers; and Rare Books. 



Qualifications 

1. An MLS from an ALA accredited library school plus a second 
Master's degree in a subject discipline. 

2. Knowledge of or* experience in academic libraries and the 
research environment in major universities is required. At 
least five years of administrative experience at the level of 
department or branch head or higher in a major academic 
library i 

3. Candidate should have substantial collection development 
experience in academic libraries and possess a keen 
appreciation of books and learning. 

4. Demonstrated capacity to work effectively and collegially 
with library and faculty colleagues is required. 

5. Evidence of the ability to communicate well and 
effectively, both orally and in writing is required. Working 
knowledge of foreign language materials required. 

Backgroundx 

The use Library, a major research library in process of 
expansion of staff and collections/ with a collection of 2.3 
million volumes, is currently in a major fund raising program 
for improvement of collections, physical facilities and 
innovative automation programs . The library is a member of 
the Association of Research Libraries and the Research 
Libraries Group. The library has an automated circulation 
system and is in the process of implementing automated 
acquisitions and an on-line catalog. 
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Public Services 
preparation and 
access guides to 



The University of Manitoba Libraries 
Job Description 

Position Incumbent: 

Department: Collection Development 

Position Title: Collection Development Coordinator 



Section A - Character of the Job 

The incumbent is responsible to the Associate Director for the overall coordination 
of the libraries' collections. The position consists of six areas of responsibility: 

1. Evaluation and guidance of the development of the collections. 

2. Advising and consulting with all staff who have collection development 
responsibilities. Except for the Director, the incumbent has final selection 
responsibility for all library collections. 

3. Speaking on behalf of the Libraries as regards collections . 

4. Advising the Library Administration on acquisitions allocations. 

5. Developing grant requests. 

6. Supervising a staff that is responsible for collections work including 
searching, evaluation, special projects and all other matters relating to 
collections . 

Section B - Supervision Exercised 

The incumbent directly supervises two librarians. One serves as a librarian 
assistant to the Coordinator for Collection Development, the other is a Special 
Projects Librarian who is responsible for organizing and completing projects of 
a special nature (i.e. evaluation of collections, cataloguing of distinct collections, 
weeding and inventory projects, etc.) Clerical staff are also supervised by the 
incumbent depending on the workload and the projects. 

Section C ■ Duties and Responsibilities 

1. To be responsible to the Associate Director for the operation of the Collection 
Development Department and to serve as the overall collections coordinator. 
The incumbent is responsible for: 

a. Recommending on staff appointments, promotions^ transfers, terminations 
and conducting evaluations of staff reporting directly to the Coordinator. 

b. Recommending on staff appointment, promotions, transfers, terminations, and 
conducting evaluations on staff that are responsible for acquisitions bud- 
gets in coordination with _ the appropriate supervisors . 

c. Advising and consulting with all staff who have collection development 
responsibilities . This can take the form of workshops , direct contact with 
new staff, meetings , etc. 

d. Supervision of Collection Development staff including final decision on 
staff matters. 
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in addition; the Coordinator is expected to assemble statistical report 
information for the Library Administration; to maintain regular unit records 
and to perform such administrative duties as are necessary to the good order, 
services and management of the Libraries. 

2. ?°_?<* v i? e and consult with the Associate Director and the Director on the 
formulation of overall priorities, policies, and the allocation of resources 
for library collections and to execute these policies as they relate to 
collection development. 

3. To develop and maintain an understanding of the research and teaching needs 
and programmes of the University and on a basis of that understanding sub- 
mit regularly as required outlines of plans and programmes for future develop- 
ment in collections. 

4. To develop grant request applications to strengthen and build collections/ 
Ensure that grants made to university libraries are expended in accordance 
with the terms of the grants. 'Act as a liaison with the. University Provost 
for Research Administration in all grant applications. Work with faculties 
and departments in developing grant plans. 

5. Advise and make recommendations to the Library Administration on the overall 
development, coordination and rationalization of the University Libraries 1 
collections . 

6. Consult, advise and cooperate with faculties and committees on matters of 
collection development and evaluation and in regard to book selection 
programmes and procedures. Serve as a member of the Senate Library Committee. 
Speak for the Libraries as regards collections. Serve on other committees 

as necessary. 

7. Serve as the final authority, with the exception of the Director, for purchase 
and discard of ail library materials. Handle gifts and discretionary funds 

as necessary. 



Percentages : 

Development; coordination, training, rationalization of collections, 
including collection evaluation, grant writing and problem solving 
and cooperation with others in planning and procedures 

78% 



Planning and organizing new or revised policies and procedures, 
report writing 

20% 

Supervision of staff, evaluations, etc. 2% 

-^^ion-S-^HSontacts ^atrd ftelatiqnsh ips 

Regular contact with the Associate Director and the Library Administration on 
policies and procedures relating to the library collections. This is in the form 
of regular administrative meetings and direct meetings with the Associate Director. 
Frequent contact with all staff who have acquisitions responsibilities . Regular 
contact with faculty, in committee work and individually. Occasional contact with 
all others on matters that pertain to collections. 
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Policies governing the overall development of the Libraries' collections are 
established. by Library Administration^ although the incumbent, through 
recommendations i contributes to the formulation of these policies. Good judgment, 
sfeill and resourcefulness are required in interpretation and implementation of 
library policies. arid procedures concerning the Libraries ' collections in order to 
cooperate effectively with Library Administration, library unit heads and faculty 
members. The incumbent is expected to have knowledge of the educational and 
research programmes and initiatives of the University's faculties and schools. 
Under the policies established by Library Administration, the incumbent works 
independently, within the areas of responsibility, in setting work goals and 
methods of accomplishment. 

Section F - Qualifications Required 

1. Degree from an accredited library school. 

2. Administrative experience. 

3. An advanced degree in a subject specialization is highly desirable and has 
Priority over secondary professional certification except where such certi- 
fications are evidential of advanced educational achievements in a major field 
of knowledge. 

4. Practical ability in at least one language other than English. 

5. At least four years of progressively advanced relevant experience gained 
through : 



a. 



Pri ?y_ e ?P? r !^ eT1 ? e on a professional level in acquisitions work, although 
attributory experience in cataloguing or in reference work of a 
specialized orientation, or in collection development responsibility as 
head of another library may be accepted upon assessment, 
b. Experience in an academic institution sufficient to enable the 

^ n ? n ?^ entto appreciate the library system's collection requirements 
^ or t *ke educational and research programmes of the University's 
faculties and schools. 

6. Personal qualifications of technical knowledge, judgment, initiative and 
resourcefulness in the supervision of personnel and the guidance of their 
learning and development. 

7. A^demonstrable personal interest in general bibliography as a discrete 
field of expertise* 

Signed by , -■ ; ft*/. ? ? /fS7 

Position Incumbent Date 

Approved by m ; U j c \ \ \ 

\ ) \ 



Director Date 
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MICHIGAN STATE UNIVERSITY 



LIBRARIES EAST LANSING • MICHIGAN • 48824-1041 

TITLES Coordinator of collections, Science Libraries, 

Librarian IV 8/27/86 

DESCRIPTION: Reporting to the head of the Science tibrartes^ 
this librarian is responsible for coordinating the collection 
development activities of the Science Library and ten 

^P^^ental _kranch ^i§ r "? r *? s i__ !l9 n *^ or *_?PP r "° >j '** _P^? r ?? ? nc *_ 
retrospect! ve and current in---print col lection development for 

^°'* : b_? e r*?^ s _ ari ^_ ,?l 9 n 9? ra Pt , ® i _?°9^i nates writing 9* 
mai ntai n i fig current col 1 ect i on devel op men t pol i ci sb i n 
conjunction with the North American Coll ect ion Inventory Project. 
Coordinates policies relating to scope, use and management of the 
collection. Designs programs to enhance selectors skills. 
Develops and conducts assessment studies. Works cooperatively 
with coordinators for the Social Sciences and Humanities. Acts 
as liaison with faculty and constituent groups. Some reference 
work, database searching and appropriate selection 
responsi b i 1 i t i es i hcl uded . 

QUALIFICATIONS: Required: MLS from an ALA accredited 
institution? 7 years of progressively responsible and successful 
professional experience in an academic research library or _ other 
appropriate organization]; ability to communicate effectively both 
orally and in writing; ability to work cooperatively with 
faculty, staff and students at all levels of the university I 
extensive collection, development experience; demonstrated 
understanding of bibliographic sources, processes and scholarly 
use of the collection in a large university setting. Evidence of 
ability to lead, coordinate and motivate professional associates! 
subject background iri the sciences or experience in science 
libraries. Preferred: graduate degree in a science subject; 
supervisory experience; reference experience in the sciences 
including database searching; publications and/or professional 
associ at i on act i vi t i es . 



SALARY: *30, 000 - *35,000 dependent on qualifications. 



CLOSING DATE: The position will remain open until it is filled, 
*>ut applications received prior to _____________ will receive 

? i rst consi derat i on . 



Interested individuals should send resumes including names and 
addresses of three references to: 



Carpi e_S. Armstrong 
Head, Science Libraries 
Michigan State University 



WSU IS AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY INSTITUTION 
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BR I GH AM_ YOUNG_ UN I VERS I TV 
HAROLD B. LEE LIBRARY 

JOB DESCRIPTION 



GENERAL INFORMATION 

Your Name: 

Position Title: Subject Specialist 
Facul ty Rank : 
Department : 



Division: Collection Development Division 

TA*.^?__ 0 ^ v son to whom you report directly: Assistant 

Universe ri^.n for Collection Development 

JOB MISSl 

- tiie* svfcject specialist is to develop 

?9l^® c ??? r : or the Vibravy in spec? ;'ic subject areas, to provide 
reference advanced r^sear^h assistance, bibliographic 

instruct ion j, and faculty li^i«dn in their areas of expertise, and 
to participate in research, publication, and other professional 
de ve 1 opment ac t i v i t i es . 

QUALIFICATIONS 

1. MLS from an ALA accredited library school. 

?_"_? econd Meter's degree or a Ph.D. in a subject area of 

responsibility is required. A Ph.D. for some areas is preferred. 
For special educational requirements see specific position job 
quest ionnaires . 

3- ^ki^ity to furnish advanced research assistance in 
assigned subject areas. 

4. Subject expertise at a level to assess the curr icular and 
research needs of the University, and to build the collections to 
meet these needs. 

5. Ability to communicate and work well with faculty, 
students, and the general public. 

6. Knowledge of appropriate foreign languages as required. 

PROBLEMS AND CHALLENGES 

1. To keep abreast of the publishing activity in the 
assigned subject areas. 

S. To maintain excellent faculty relations, which is a three 
pronged challenge: a) To keep informed about materials needed by 
the faculty for research and curr icular purposes; b) To 
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communicate to the -faculty what material is already available in 
the bee Library "for -faculty use; and c) To help the faculty be 
more aware of* the various too Is > and services (including computer 
access and the Center -for Research Libraries, etc.) available -for 
their use. 

3. To keep abreast of the best reference/research tools in 
th specific subject areas of expertise and to provide 
appropriate reference/research service to faculty and students. 

4. To keep abreast of the specific subject areas and 
1 ibrar ianship by reading* attending conferences, taking 
appropriate coursework, and participating in library associations 
and activities. 

5. To contribute to the profession through research and 
publication, presentation of scholarly papers* editing, and 
preparation of bibliographies and guides, and other means. These 
activities must be balanced with other responsibilities. 

PRINCIPAL CONTACTS 

1. University committees 

2. Library Col lection Development Committee 

3. Utah Library Association 

4. American Library Association 

5. Other professional organizations which are appropriate to 

the position 

MAJOR ACCOUNTABILITIES 



MAJOR ACCOUNTABILITIES 



1. Col lection Development (specify the subject areas; the 

Department Chairmen and Reference Coordinator's reduced role 
in Collection Development should be reflected here) 
—Develops and revises collection policy statements in 

ass i gned sub j ec t areas 
-Develops and manages col lec t i ons i n accordance with 

establ i shed policy 

-Eva lutes col lections 

-Works with teaching faculty in assessing collections^ 

_ supporting the university curriculum 
—Establishes standing order/approval profiles with vendors 
and maintains and updates these profiles 

2. Reference and Advanced Research Assistance 

—Assists faculty 9 graduate* and undergraduate students with 
research. methodology > strategy and bibl iographic 
instruction 



3. Col lege/Department /Faculty Liaison 

—Meets r egu 1 ar 1 y with depar t men t cha i rmen , and where 
appropriate college deans 
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-Meets regularly with Faculty Representative 

-Meets periodically with all faculty in assigned departments 

-Meets with all new members of the teaching faculty in the 
assigned sub jec t areas 

^. Col lect ion Use/Bibliographic Instruction 
—Gives student orientation lectures 

-Prepares sub ject bibli ogr aph i es i n connec t i on with 
collections 

-Develops bibl iographic instruction programs for the 

appropriate assigned academic programs and courses 
—Teaches classes when appropriate 

5. Management and Supervision 

-Hires* trains* and supervises collection development 

student assistants 
— Submi ts reports and budgets 

—Trains student reference assistants in the use of 
reference tools and the collection in assigned subject 
areas 

6. Computer Assisted Research Services (CARS) 

-informs patrons of services 
-Studies database updates 
-Attends workshops on new techniques 
-Conducts searches for patrons 

7i Library and Campus Committee Work 

—Col lection Development Committee 
—Other committees as assigned 

8- Continuing Education 

—Studies professional 1 i terature 
—Attends conferences and workshops 
—Participates in library associations 

-Takes coursework and obtains additional degrees when 
appropriate 

9. Creative Professional Work 

-Conducts research and publishes results 

-Prepares bibliographies, guides, registers and catalogs for 

_ publ i cat ion 
-Presents scholarly papers 

— Edi ts scholarly and professional publ icat i ons 

-Performs other approved professional development activities 

SIGNATURES - 



Ass t . Uni vers ity Librarian *f a r 
48 Collection Deve 1 apmer. t 



Sab ject Spec i a 1 i st 
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9/1/81 

UNIVERSITY OF NOTRE DAME 
POSITION DESCRIPTION 

TITLE: Bibliographer for 
CLASS: Library Faculty 
RESPONSIBILITIES : 

Responsible , in cooperation with members of the Teaching and Research 
Faculty for the selection of materials in the assigned subjects consistent 
with the collection development policies of the Library. Responsible for 
planning and executing assessments of relevant segments of the collection 
for quality ^ adequacy and physical condition. Responsible for serving as 
Liaison between the assigned academic departments and the Library. Responsible 
for providing advanced reference assistance, as required, and for offering 
bibliographic instruction in the assigned subject fields. 
RELATIONSHIP : 

Reports to the Assistant Direr tor for Collection Development. Trains and 
directs the work of Library Assistants and students assigned to provide biblio- 
graphic assistance. Cooperates closely with bibliographers and Liaison/Selectors 
and with members of the relevant teaching departments. 
STATEMENT OF DUTIES: 

Screens incoming purchase requests. 

Reviews incoming approval* gift /and bulk purchase material for their 
appropriateness for the collection, consulting members of the teaching 
faculty as necessary. 

In cooperation with members or the teaching faculty and other liaison/ 
selectors, selects necessary current and retrospective materials in subjects 
assigned and in related interdisciplinary fields. 

Investigates and provides justification for major purchases, expensive 
items and standing orders in subjects assigned. 
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Maintains awareness of book dealers arid other sources for materials in 
subjects , advising the Acquisition Department as required. 
Maintains awareness of resource-sharing opportuniites. 

Assists the relevant academic department in formulating, monitoring and 
revising collection development policies and approval plan profiles consistent 
with the overall collection objectives of the Library. 

Maintains familiarity with the existing collection in subjects, conducting 
formal assessments of at least one segment of the collections annually. 

Reviews existing collection in subjects for preservation problems ^ need 
for additional copies or better access, or for the presence of unwanted material 
on shelves. 

Advises the Assistant Director for Collection Development oh funding 
requirements for collections in subjects, and monitors the use of allocations 
in cooperation with academic departments. 

Advises members of the teaching faculty on Library resources , services, 
policies and procedures and Library departments on the requirements of users 
in assigned fields. 

Provides* in cooperation with the Reference Department, reference assistance 
in assigned subjects, which may include the preparation of bibliographies and 
guides to the collection * consultation on complex reference inquiries or research 
proJroUi, <>r dfih»\ b/uici :tc*ar.oliOi:. 

Offers bibliographic instruction through tours * lectures or classes to 
students in relevant departments. 
QUALIFICATIONS; 

An ALA-accredited MLS and an advanced degree in one of the subjects in the 
area of the Bibliographer's responsibility is desired, as Is experience with some aspect 
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of collection development . Knowledge of one or more foreign languages is 
required, depending on the area of responsibility. Familiarity with academic 
libraries, an interest in scholarship, flexibility and skill in communication are 
important . 

STANDARDS OF PERFORMANCE: 

Maintenance of satisfactory level of acquisitions consist ant with 
Library collection policy and resources available. Demonstration of current 
knowledge of publications in fields, the state of our collections and 
local University programs. Smooth working relationships with Library colleagues 
and members of the teaching faculty. Success in increasing the services and 
instruction available at an advanced level to Departments 1 students and faculty 
in their ase of the collection. 
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8/1/85 

UNIVERSITY OF MIAMI 
Bi bl iographer 1 s duties and responsibilities: an outline 



The following is a list and description of duties that are expected to 
be performed by librarians with collection development 

responsibilities. They are generic job descriptions and co 1 iec t i i, e 3 y 
they wi j 1 bo :::;«:ti as a uniform me L hod for per if ormance evaluation in 
the division. 



in. general, T would like to point out that the best work we can 
possibly do is wh-'it we accomplish collectively and in cooperation with 
each other. We serve a complex academic community using tbr products 
of an equally complex publishing world. There are marv r &r~oy areas and 
overlaps in your responsibilities, so please consult- wi': :?aoh other 
and remember that T am always available to clarify t! ing* and to 
resolve cbiiflwts. 

I have organi zed your duties under general types of activities with a 
brief description, purpose and recommendations if or action for each. 

PUb 14^- relations 

Tf we fail at this we might as well hang uj) the rest. Collection 
development, in my estimation, is a public service activity and should 
be conducted accordingly. The bibliographers should be in frequent 
cbmmiiii i cat i on with library liaisons from academic departments assigned 
to them. Aiiy additional faculty contact should further enhance 
bibliographers 1 effectiveness. This kind of activity is informative to 
all participants and prepares the foundation for resp*>n^ive library 
sol vice. 

Ac t ions ; Establish at least monthly contact with yorr book 
chairs, but preferably more frequent. 
Talk with other faculty as often as possible. 

Bring to my attention any problems so we can find corrective 
measures . 

Explore "sluggish" departments. All they may need is 
at tent i oil and i nf orihfi i on . 

Send reports on orci?; reques t s to your book chairs as soon 
as you receive them. 

.> 

Monitori uk and information g;». ther iru> 

Know your uni verslty , know your rlepar tmen t ( s ) , know your collection, 

and know publ i sin ng . 

I • Prof i le of tin:; un ivers i ty 

Administration and the university community have produced a 
Strategic Plan for the university. This and some other sources of 
information provides us with the pattern that we should match in the 
1 ibrary . The sum total of oar individual activities should support the 
goals of the university. 

Actions : Familiarize yourself with tile Strategic PLan and 
other appropriate planning documents. 
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2. Ac ademic ggpOT^werital Needs Assessment 

Upon completing your First assessments, gathering Information bh 
activities of departments assigned to you should be a continuous 
process. Ybur sources for this information are varied from university 
publications such as Veritas and Research Notes to talks with 
faculty and administrators. Such information gathering is essential 
not only to your credibility as a bibliographer but also to the 
formulation of a responsive and responsible collection development 
effort. 

Actions: Develop and upkeep a list of subject descriptors for 

your department(s) interests and activities. Determine 
program levels and strengths for your departments. 



3 . Collection evaluation 

Tf we _*. ,of ?! t know what we have, we can't determine what we need. Aft 
initial assessment the evaluation process should be refined and the 
collection monitored bh a continuing basis. Among the measurement 
tools techniques and data at your disposal are the RLG conspectus, 
shelf list counts, authoritative subject bibliographies, and order 
activity. As library activities are automated some additional 
quantitative data for collection assessment will become available. 
Collection assessment is an important activity towards assuring 
accountable collection management . 

Actions: After initial assessment s) , continuous monitoring is 
essential . 



* • Monitoring of Availability of Library Materials 

The problem here is to determine what is available of what we need. 
Bibliographers should determine the best way to monitor the 
availability of library materials for the subject fields of their 
responsibility. The tools at your disposal will vary in accordance 
with the characteristics of the subject > scipline under your 
responsibility. Pick key journals With current bibliographies for your 
subjects, monitor Publisher's Weekly etc. ~ ,^e of you need not 
look at antiquarian or foreign publishers' catalogs, others should 
definitely do so. Some need to do strong retrospect ive development, 
others may need to expand only minimal effort beyond monitoring 
the approval plan. 

Actions ; Select and continuously monitor tools that indicate 
intellectual activity in the subject areas of your 
responsibility. Determine most important types of materials 
(monographs, journals, serials, etc) for your subject areas 
and concentrate your developmental efforts on those. Be 
aware of important publishers in your subject areas. 
Determine relative importance of retrospective development 
for your areas. 
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Ordering and Monitoring Ordering Activity: 



It is our ultimate responsibility to build this collection based on 
bur best informed judgement. We value the facility's assistance and the 
advantages of the approval plan, but should explore much beyond these 



on our own. 



T consider the hi bl iographers to be responsible for the maiwigement of 
the total collection in their subject areas regardless of type or 
source of material, this includes the approval plan, faculty orders, 
your own orders, replacements, serials and periodicals etc. The work 
flow is designed in such a way as to provide you wiEh as total a 
picture as possible. Remember that items will be requested arid 
selected in your areas to fill needs of departments riot under ybur 
responsibility . Please understand these needs arid accept them in a 
spirit of cooperation. We, together, are building one collection. 
I shall continue to assist you with reports and assessments of our 
collective efforts. 

Ac_ti_on^: Monitor the Approval Plan. Monitor faculty orders. 

Generate your own orders based on assessments outlined 
above . 

Management of the Existi ng Collection 

In addition to the acquisition of new library materials, a 
bibliographer should on occasions take a critical look at the existing 
collection. Activities in this area should include weeding, 
replacments with more current works, arid preservation. The objectives 
of these activities is to balance the needs for mo§t up to date 
materials and the protection of some of those materials against the 
realities of available space and financial resources. We cannot 
collect everything and we cannot keep everything forever. Work in this 
area should be guided by caution and thoroughness in exploring the 
ramifications of any actions taken. 

Actions : Devise a plan to systematically look at the books in 

the stacks and determine their relevance to fcNS mission of 
this research library. Review afid withdraw or replace (with 
exact or superceeding works) damaged books, books reported 
lost, and books superceeded by other workr . Identify library 
material that need some type of protection from 
deterioration, vandal ism, or theft . 

Budge t i nj> and alloc a t i on 

We strive to attain a sophisticated level of accountability in all 
areas of collection development. As we refine our- methods in 
budgeting, allocation, and fiscal monitoring, the bibliographers 
shot .d be more and more involved in the management of the portions of 
the budget assigned to them. The Assistant Director f ,r Collection 
Development will sustain an overview and provide assistance tb 
bibliographers in this elusive process. The key is to be responsive 
and flexible in budget management. 
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Actions : Alert the Assistant Director for Collection Development 

?°_r e%a programs or directions in your departments. All such 
t ^ i "? s _l iave _ a P? lce £a 8 i» terms of library development. 
Alert the Assistant DifecCdr for Collection Development to 
any large scale collection development projects that you 
Plan to undertake. Monitor the monthly budget reports. Plan 
and pace your ordering activity for the whole year. 
Remember that as Wo approach the end of the fiscal year the 
chances for spending the remaining free balance becomes more 
and more remote. Any Unspent money is lost. 

C ont j nuin;> educat i on 

It is in your best interest to keep up with developments in your 
subject fields and in the library profession as they relate to your 
assigiu»d duties. The Collection Development Division may wish to 
explore aspects of our work in a formal way, such as through seminars. 
1 am open to suggestions. 

A ctions : Read information sources in your subject areas . Re«d 

appropriate library joornals.Attend meetings, workshops, 
seminars as of ten as you can 

The above document is intended as an introduction to the work of a 
bibliographer. It will be used for orientation and for performance 
evaluation. More detailed information will be presented in a follow up 
document, the Bibliographer's Manual with exact procedures for the 
various duties of the bibliographers. 
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COLUMBIA UNIVERSITY 



I. POSITION TITLE: Social Sciences Bibliographer 

II. JOB ID NUMBER: RED- A3 

III. CURRENT POSITION CATEGORY: PCI 

IV. INCUMBENT: William Young 

V. POSITION FUNCTIONS: 

Operating in the context of established budget allocations and 
collection policies, to identify and select materials in all forms in 
English and Western languages to support programs in the School of 
International and Public Affairs and the departments of Political Science 
Anthropology, Sociology, and Geography. To evaluate the collection and to' 
assist in collection management, including making preservation and 
deaccssion decisions, and to make recommendations regarding alternate forms 
and access to materials. To maintain close contact with faculty, 
researchers, and other bibliographers and selection officers to 'coordinate 
the development of the collection. To provide in-depth reference assistance 
and consultation services. 



VI. CHARACTERISTIC DUTIES 

1; Select materials — under the direction of the Assistant Director for 
Resource Development, to identify and select library materials on a timely 
and continuing basis within Collection Development Policy and other 
guidelines. . 

Develop, maintain, and review the approval plan profile in the subiect 
area • 

Assume responsibility for review of the Collection Development Policy. 

Develop, use and routinely review a list of selection tools. 

Review incoming materials, including approval plan receipts and monographs 
received on standing order to identify materials for priority cataloging 
to maintain awareness of new titles, and to coordinate the collection with 
other bibliographers and selection officers; 

Maintain appropriate records of desiderata, serials decisions, faculty 
research interests etc. as needed. 

Select non-purchase items for addition to the collection in the subiect 
area; 

Solicit and evaluate potential gifts. 

(50 %) 

2. Collection Management -- Monitor ILL and circulation reports to 
purchase replacements, additional copies, later editions. Within 
established guidelines, make preservation decisions to replace, microfilm 
or withdraw materials. Following established guidelines, review collections 
for deacquisition or transfer to storage. Recommend transfers of material 
to consolidate serial runs, to reflect changes in collection policy. 

3. Faculty liaison ~ Inform faculty of library resources and ways to get 
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access to them. Consult with appropriate faculty regarding expensive or 
non-routine additions to the collection. Keep informed of changes in 
curriculum and research interests that may affect collections. Consult 
faculty regarding written collection policy statements and revisions. Act 
as liaison between faculty and other library groups such as Resources ~ 9 
Academic information Services, Technical Services, Gifts and Exchanges. 
Involve faculty as appropriate as consultants in the collection management 
and development process* (5 

4 - Reports, Projects. Bibliographies — Use RLIN/CLIO, online databases, 
and other printed sources to analize the collection on a regular basis. 
Draft reports on changes in faculty research interests and instructional 
programs that will affect the collection. Design and carry out special 
projects as required. Preparation of publications such as checklists, 
guides, and bibliographies to aid readers in use of the collections. (5 %) 

5. Fiscal Responsibility — Assume responsibility for administering all 
funds allocated or made available for the assigned subject. Make budget 
request proposals, based on expenditures and projections. (5 %) 

6. itefareftce Services Provide in-depth reference including consultations 
by appointment and assistance in identification, location, access, and 
manipulation of information sources, using a wide variety of printed and 
machine-readable materials (including online databases, disk-based files, 
and software). Providing bibliographic instruction in the use of the 
collections, including preparing and delivering subject-based lectures 
(both to specific classes and to general audiences) i Participating in 
library orientation programs. The incumbent may also participate in 
end-user training for database searching and/or bibliographic file 
management software. ( 25 %) 

VII. SUPERVISORY RESPONSIBILITIES — None 

VIII. FISCAL RESPONSIBILITY 



let recommendations and control of expenditures for monographs and 
most continuations, and participation in a committee to recommend serials 
expenditures. Administrative responsibility for in* tierials funds totaling 
approximately $226,000 for fy 1985/86. 

IX. CONTACTS REQUIRED 

D * F > F» D, D, R, X (Representatives of Vendors, Publishers) 

X. KNOWLEDGE AND SKILLS ESSENTIAL FOR THE POSITION. 

Broad knowlege of the fields of public administration, international 
affairs^ and the social sciences, including political science, sociology, 
and anthropology. Reading knowledge of two major Western European 
languages. Ability to communicate effectively with faculty and researchers. 
Knowlege of the process of scholarly communication. Familiarity with the 
major bibliographic and other reference sources, including databases, used 
by social scientists. 
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XI i COMMENTS i 



Because social scientists, often use a wide variety of sources of 
information, not all of which are technically within the field it is 
important to know the location of majSr materials not included in ti.o 
Lehman Liorary collection. 



ttraft prepared by 
Suzanne Fedunok 
April 27, 19<% 




IOWA STATE UNIVERSITY 



POSITION DESCRIPTION igSQ 



Division: 



Resources 



Position: Social Sciences Bibliographer 

Functions: To select library materials in the social sciences and act 

in a liaison capacity with the teaching faculty. To monitor 
and evaluate the development of the social science collections, 



Relationships with others: 

Report to Assistant Director for Resources. Supervise support 
staff within the Division. Work with liaison officers appoint- 
ed by the Academic departments. 



Responsibilities : 

A. Collection development. 

I. Selection of sonographic titles in the social sciences. 

A. Current publications . 

1. Selection of English-language materials supplied 
by approval programs covering both American and 
British publications. Selection of Engliah-language 
m ? t ^ ir ^ a !_^ 3suec * * n other countries and identified 

in national bibliographies, scholarly journals and 
publishers 1 advertisements. 

2. Selection of foreign language materials supplied 
by approval plans, or selected from serial arid 
national bibliographies with emphasis upon German , 
French and Spanish publications. 

B. Selection of retrospective titles in the social sciences. 
1. Selection of out-of-print materials, chosen from 

the antiquarian market as represented in dealers 1 
catalogs. Compilation of want-lists of out-of-print 
desiderata. Selctidn of materials otherwise unavailable 
through personal visits to dealers and donors. 



2. Selection of older materials available as reprints 

or reproduced in microform. Selection of unpublished 
materials in microform. Determination of suitability 
of in-house microfilming of material unavailable otherwise. 

3. Evaluation of materials offered as gifts or exchanges. 
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II. Selection of serial titles in the social sciences.. 

A. Selection of new arid established journals for which 
subscriptions are entered. Determination of suitability 
of housing _sw> :: ipt ions in the Peribr!ical« Room and 
Economics /foe ;% ;ogy Reading Room. Determination of 
detention }i» and cataloging treatment. Selection 

of riewsp-ic^. ''abscriptions, foreign and domestic. 

B. Selection of serial backsets from the antiquarian market 
or in reprint and microform, including newspapers. 

III. Selection of media, including audio- and video-tapes in the 
social sciences. 

IV. Selection of monographic, serial, and reference titles for 
the Economics/Sociology Reading Room. 

V. Evaluation of materials in the social sciences proposed as 
purchases for the Center for Research Libraries. 

VI. Determination of social science materials to be withdrawn, 
replaced , sold , discarded , or transferee! . 

VII. Participation in policy-formulation related to resources. 
B. Liaison. 

I. Establishment and maintenance of regular liaison with 
departmental liaison officers - 9 and other members of the 
teaching faculty. Consultation with instructors and students 
as a means of insuring balanced grow* >>, 7 the collections and 
for information oh changing user denu 

II. Maintenance of regular contact with the supervisor of the 

Economics/Sociology Reading Room, and Reading Room Committees. 

III. Service on a rotation basis with the other bibliographers 

on the three permanent Library councils, and on other ad hoc 
and selection committees. 



C. Collection evaluation. 

Analysis of current arid expected holding as measured against 
recognized biblxographies . Reporting on a annual basis collection 
advances and needs. 

D. Supervision. 

Selection, training and periodic evaluation of support staff. 
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TEXAS A&M UNIVERSITY 



DATE September 9 1986 



_ JOB DESCRIPTION 
TEXAS A&M UNIVERSITY 
UNIVERSITY LIBRARIES 



DIVISION/DEPARTMENT 



Resource Development Division 



1. 



Position Title & Code: 



Assistant Professor 7300 



PIN Number: 



M03380 



Job Title: 



Resource Development Librarian, Humanities 



Regular Hours of Service: 40 hours P er week 



2. Organizational Relationship 

a. Reports to (Title): HeacU Resource Devel opm ent Division 

b. Supervises (Title): One - Library Assistant I 



3, Function of Position 

Selection of materials, evaluation of collections and 
intensive collection building in the humanities disciplines. 
Alio supervises the gifts operation. 



4, Characteristic Duties and Responsibilities 

Responsible for al 1 collection development activities in the 
humanities disciplines including selection of materials, evaluation 
of collections, and intensive collection building in a specific 
area (selected annually) of the total collection. Responsible for 
monitoring of funds associated with the collection development 
activities of the humanities. Works closely with approval plan 
personnel in refining approval plan profiles. Works closely with 
teaching faculty in humanities departments in col lection building. 
Participates in the formulation of Resource Development Division 
pol icies and procedures. Supervises one support staff member. 
Performs other duties as required for effective Library operations. 
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mmmum acceptaoie qualifications 
a. Personal Qualifications 

Supervisory and organizational abilities. Ability to 
interact well with staff, faculty, and students. Effective 
communication skills. 



b. Educational Qualifications/Experience 

Master's degree from an ALA-accredi ted library school. Minimum 
of two years professional experience, knowledge of at least 
one foreign language. Familiarity with OCLC and major biblio- 
graphic tools. Undergraduate degree in the humanities preferred. 



c. Business 



Standards of Performance 

Interest in job and in continuing professional orowth and 
development. Demonstrated success in the performance of 
duties; satisfactory annual evaluation. Must meet require- 
ments for promotion and tenure. 



82 

62 



University of Nebraska-Lincoln 
University Libraries 



POSITION DESCRIPTION 

November 1985 
Date 



Unless there are permanent changes in the Major Responsibilities and/or Duties, this 
Position Description will remain in effect for the fiscal year commencing on the above date. 

Name - Rank/Title Assistant Profoss nr _ 

Division Humanities/Social Sciences Supervisor | - r^— 



Major Responsibilities: 

Liaison with the following departments: Actuarial Science, Economics, Finance, and 
Management. Computer searching for th* above areas. 



Duties;: 

I. Liaison with faculty, staff, and students in the College of Business Administration 
Li brary^ instruction and tours 
Specialized reference service 
Computer searching 
Consultation 

Attendance at CBA departmental meetings 

II. Subject specialist responsibilities in Actuarial Science, Economics, Finance, and 
Management. 
Book selection 

Collection assessment and development 

Review new books, gifts, duplicates, and decision shelf items 

III. Computer Searching 

Conduct bibliographic and non-bibliographic searches on Lockheed DIALOG and other 

systems, particularly in areas of Business and Social Sciences. 
Promote services to on- and off-campus audiences, including publicity and 
demonstrations 

I V . Ref e re nee Se rv i ce 

Assist in staffing the Information Desk. 

Handle "in-depth" referrals from other Information Desk staff 
Respond to walk-in or phone-in inquiries from students, faculty, and area 
business firms 

V. Faculty responsibilities 

Attend library faculty meetings 
Attend divisional meetings 

Carry out appointive or elective committee assignments 

VI. Professional Development 

Attend workshops and training sessions 
Attend conferences 

Maintain activity in professional association(s) 
Peruse professional literature 
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JirovfLUriiveraity Li brery 
PROFESSIONAL POSITION 



POSITION TITLE: Reference/Collection Development Librarian 



REPORTS TO : Head, Reference Department 

SUMMARY : Responsible for providing general reference services, comprehensive reference 
service by specialty , bibliographic instruction and online services. Responsible for developing 
library collections in areas of subject responsibility. 

\ 

POSITION FHMTTinH*:- 

Provide general reference service in all areas, and comprehensive reference service in areas of 
subject responsibility. 

Oversee the systematic development of library collections in areas of subject responsibility; serve 
as library liaison to appropriate academic departments. 

initiate and implement bibliographic instruction and orientation programs to improve student, 
faculty and other scholarly use of the library collections. 

Create bibliographies and other appropriate publications to facilitate scholarly access to and use of 
library collections. 

Determine need for, formulate, and perform computerized i nformation searches. 

Maintain good relations vith library users and interpret library policies as appropriate. 

Prepare reports; maintain, analyze and evaluate statistics as appropriate. 

Keep current vith developments in reference, col-tction develc .lent, automation and related 
professional matters through attendance at professional meeting and reading the literature, 
recommending nev policies and techniques to the Head, Reference Department. 

Participate in the cievelopment of nev policies and procedures both vi thin the department and 
library-vide; serve os ife Library's resource person and representative on related professional 
matters. 



May 1986 
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UCI Library 
I^ofessional 
Vacancy 

Date: August 1986 

University of California, Irvine 



ROMANCE LANGUAGES LIBRARIAN 



The Library at the University ^ of California, L Irvine invites applications for the posi- 
tion of Romance Languages Librarian in the Main Library. The position provides ah out- 
standing opportunity for professional development in^ a challenging growth environment. 
iLis is an entry-level appointment at the Assistant Librarian rank at a salary of 
$7-^^012. Upward adjustments may be made for appropriate advanced degrees. Applications 
received by October 15 will receive first consideration, but applications will be ac- 
cepted until the position is filled. 

Candidates for appointment in the University of California Librarian Series must have a 
professional background of competence, knowledge and experience to assure suitability 
for appointment. A candidate, after appointment, is periodically subject to peer re- 
view for merit increases. During review they are judged on the basis of the following 
criteria: 1) professional competence and quality of service within the library; 2) pro- 
fessional activity outside th* library; 3) University and public service; and 4) re- 
search and creative activity. 

Professional librarians at the University of California, Irvine, are academic appointees 
and receive potential career status at the time of their initial appointment. The Uni- 
versity provides a generous benefits package, equal to approximately 40% of the salary. 
Librarians are entitled to two days per month of annual leave , one day per month of 
sick leave, reductions in incidental fees , and all other perquisites granted to non- 
faculty academic personnel. The University has an excellent retirement system and spon- 
sors a variety of group life, health and dental insurance plans. 

UNIVERSITY OF CALIFORNIA, IRVOS 

The University of California, Irvine, with a total campus area of 1,510 acres is located 
in Orange bounty, forty nrfles south of Los Angeles and five miles from the Pacific Ocean. 
The present enrollment is 14,000 students with a faculty of 700 including the Medical 
School. The University off ers 22 doctoral programs in addition to the MD. Current pro- 
jections for future growth estimate a campus of 25,000 students. This period of signifi- 
cant development offers librarians a dynamic and challenging professional environment. 

THE LIBRARY 

The Library consists of the Main Library, the Biomedical Library, the Biological Sciences 
Library, the Physical Sciences Library, and the Medical Center Library. The collection 
consists of 1.25 million volumes and is an essential resource for teaching and research. 
Members of the local University community have access to the entire resources of the Uni- 
versity of California system. The collection is heavily used by the local community. 
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THE REFERENCE DEPARTMENT 



The Reference Department primarily serves the informational and bibliographic needs of 
the liri academic community, but also serves the faculty and students of neighboring ed- 
ucational institutions as well as members of business/high technology enterprises and 
X Sri'??.--- ° ran ? e eount y community.. The Reference staff consists of 9.5 FTE librarians 

LZ\l ^ 9 StantB 3 ' 5 FTE Student a88 istants. The reference collection .num- 

bers 22,000 volumes. 



JotAes and Responsibilities 

Th u,i^ CUmban , t 8erVeS S3 3 reference . librarian reporting to the Head of Reference and as 
a bibliographer reporting to the Head of Collection Development. The reporting line is 
through the Reference Department. Reference librarians in the Main Library share respon- 
sibility for general and specialized reference service (including evening and weekend as- 
signments). These responsibilities include reference desk assistance to library users 
in conceptual intellectual, and bibliographic access to information; database search- 
ing; and bibliographic instruction. The incumbent functions as a liaison with the School 
of Humanities, and specifically with the Department of Spanish and Portuguese, and the 
Department of French and Itai+an. 

A lu* h ^°8r*phev, the i umb. - sh -.res with the Head of Collection Development and 
other bibliographers the ■•stVtiity for development and management of all library 

collections, with special _ res pons/, till ty for developing and maintaining materials to 
support the research and instructional needs of fac. Ity and students in the School of 
Humanities - % and specifically in the Department of Spanish and Portuguese, and the De- 
partment of French and Italian. Additionally, the position is responsible for Latin 
runerican Studies. 



Qualifications 

Required; ALA-accredited MLS degree; degree in Spanish or French or commensurate exper- 
ience including good reading knowledge of Spanish and French, Demonstrated commitment 
to public service; excellent oral and written communication t >:lis. Ability to work ef- 
fectively, independently, and cooperatively with all elements of the academic community. 

Desirable; Additional graduate c-gree in Spanish or French. Good reading knowledge of 
Portuguese and Italian. Experience in collection development, bibliographic instruc- 
tion, and database searching. 



ICUAEPLY FOR THE POSITION 



Send application letter with 1) a complete statement of qualifications; 2) resume of 
education and relevant experience; and 3) the names, addresses, and telephone numbers 
of three references. Letters should be addressed to; Karen Nassaur, Library Personnel 
Office, University of California, Irvine, P.O. Box 19557, Irvine, CA 92713. Tele- 
phone: (714) 856-5408. 



AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 



ERIC 
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PENNSYLVANIA STATE UNIVERSITY,- --- 

Attachment 3A: Sample of facul 

ty assignment statement for a 

cataloger with collection devel 

opment responsibilities 



Faculty Assignment Statement 

: ■■ -- primary faculty assignment is the organization and control of 

bibliographic information. Th- • -Ives the provision of bibliographic and subject 
access to monographs in the fx . •: -cography and, secondarily, in a variety of 

fields ranging from politics, ,: ; i}gh fine arts, to science and technology. 

- ln addition, shares with colleagues a responsibility for the quality 

of the Libraries' on-line bibliographic data base through the editing of 
bibliographic records. Quality control of bibliographic access also involves the 
establishing pf consistent bibliographic or subject headings, which facilitates 
retrieval of bibliographic records and accurately relates them to each other. 

is expected to contribute to discussions on PSU cataloging policy and 
maintenance of PSU standards for bibliographic access. 

18 also assigned as a selection liaison librarian for the History 
Department, which involves him in the identification, selection, and acquisition of 
library materials in support of the teaching, research, and service activity of the 
University. His success in this will depend on his awareness of current publications 
in bis assigned field, of the strength . ,d weaknesses in the Libraries' present 
collections in that field, and of the needs of library users f,-r materials in the 
field • 
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Svstpm and Prnnpdiirps ESnhanaS Gprijt£r 



Orientation, Training 
and Other Aids 




THE GENERAL LIBRARIES 

THE UNIVERSITY OF TEXAS AT AUSTIN 



Amtm, Texas 78713-7330 



SCHEDULE OF GROUP PRESENTATIONS FOR BIBLIOGRAPHER ORIENTATION 
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Topic 



Time & 
Place 



Participating 
Bibliographers 



Participating 
Unit Heads 



Fund Management 

Includes Lib rry 
Accounting 



March 7 
10-11; 30 a.m. 
PCL 3.204 



Brennan 



Biickhall 
Perryman 



Acquisitions. Gifts . 

Includes the division of 
order ^ between Acquisitions 
and Serials^ Library Acqui- 
ts ions Manual for Faculty , 
Gifts Policy * Disposition 
Policy 



March 21 
10-11:30 a.m. 
PCL 3.204 



Bishop 
Rothberger 



rerryman 



Automated Cataloging . 
Cataloging . 

Includes processing 
priorities, policies on 
transfer of materials, 
withdrawals, sad replace- 
ment, the Cataloging 
Manual 



April 4 
10-11:30 a.m. 
PCL 3.204 



Womack 



Williams 
Potter 



5erials 



Serials 



Allocations , Serials 
Acquisitions. 



April 18 
10-11:30 a.m. 
PCL 3.204 



Womack 
Brennan 



Perryman 



Aerials 



Cataloging 



2 

10-11:30 a.m. 
PCL 3.204 



Brennan 



Farber 



Periodicals 



Rooni, - - Binding . 



May 16 

10-11:30 a.m. 
PCL 3.204 



Tongate 
Rogers 



ERLC 



Preservation 

Includes preservation 
education, disaster planning 
and disaster action teams, 
book conservation process* 
book repair 



May 30 

10-11:30 a.m. 
PCL 3.204 
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Holland 
Brennan 
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Perryman 
Rogers 



UNIVERSITY OF NOTRE DAME 



BIBLIOGRAPHER FOR LATIN AMERICAN STUDI ES , GOVERNMENT & ECObK\ L'U< 

Orientation Program 



!• Introduction 

The following outline is not intended as a rigid prescription of dut.es 
and deadlines, but rather as a guide to the Bibliographer as he begins his 
work, it suggests priorities among the activities that will. contribute to 
achievement of the goals of the position. It provides useful approaches to 
fulfilling the position's responsibilities. Circumstances, or the 
Bibliographer's own experiences may force some changes in the activities as 
outlined, or in their order. 

The Assistant Director for Collection Development will supply 

documentation and informational materials which will assist the 
Bibliographer's orientation Every week she and the Bibliographer will review 
his accompli sments, discuss the problems that have arisen, and develop a set 
of short-term goals. 

The Bibliographer may also find it valuable to develop a particular 
professional relationship with one of the other bibliographers in Collection 
Development. This individual could act as an advisor, sounding board, etc. 
By formalizing the role of this person vis a vis the Bibliographer, the latter 
may feel more comfortable in approaching the other person, ind the former may 
better understand what is expected of him or her. The Assistant Director will 
discuss this possibility with the Bibliographer. 

II. University Libraries policy and procedures orientation 

Purpoge : To gain sufficient knowledge of the Libraries 1 organization, 
policies and procedures to allow the Bibliographer to accomplish his 
work efficiently, and to conmunicate accurate information to faculty and 
students. 

Activities: 



1. Review organization chart, get explanation of various 
departments' functions, and read Library Policy and Procedures file. 
Deadline ; . August 8. (M. Gleason) 

2. Tour all University Libraries' units. Deadline : August 8. (M. 
Gleason and bibliographers) 

3^ Spend at least one-half day each in Acquisitions, Cataloging, and 
Reference* for a pre-arranged introduction to their operations. 
Deadline : August 22. (L. Zeugner, S. Akai, A. Lonie) 
4. Work experience in the Reference Department, two to four hours 
per week through the Fall semester, at first observing and 
eventually assisting. Deadline : December 15. (A. Lonie) 



III. Collection Development Orientation 

Purpose : To increase understanding of the role of Bibliographer and of 
collection development functions and issues. 

Activities : 

1. Review materials relating to collection development as carried 
out in the University Libraries. Deadline : August 15. (M. Gleason) 
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2; Read Collection Management and Development Institute materials 
and selected items from collection development bibliography. 
Deadline ; August 29. (M; Gleasbri) : _ 

3. Meet individually with current biblioqrapheriv in order to discuss 
their methods , observations, and overlapping collection 
responsibilities. Deadline; August 29. (C. Ames, P . 3ick-Janicki , 
L. Fuderer, J. Huebner, A. Krieger) 

IV. Orientation u .d University Programs and Faculty 

Purpose ; To gain familiarity with the courses and the research which the 
collection supports. 

Activities; 

1. Read relevant sections of University catalogs, brochures and 
descriptions of faculty research. Deadline; August I5i (M. Gleason) 

2. Meet with former Liaisons with Government and Economics to 
discuss their experience and observations^ Deadline ; August 22. (T. 
Ivanus, A; Lonie) 

3; Meet with Chairmen and/or Library coordinators for Government: and 
Economics Departoent and with Directors of Kellogg Institute in 
order to make plans for the coming year^ Deadline; August 29. 
(Arnold, Francis, eraypo, E?3vissoh, Bar tell, O'Donnell, Wilde) 

4. Introduce self to faculty in academic departments and Kellogg 
Institute by letter, or attendance at meetings, or individual 
interviews^ Deadline; November 1; (Tarrago) 

5. Make plans for attending Institute and Departmental programs, 
lectures, auditing, taking j?) Government or Economics courses in 
Latin Amer^OT, etc. Deadline ; August 22 for initial planning, to be 
carried oat through the 1986-87 academic year. (Tarrago) 



V. Orientation to cA actions in relevant disciplines. 



Purpose ; To gain familiarity with research collections in Latin American 
studies , government and economics in order to evaluate our present 
collections and build better ones. 



Activities ; 

1. Familiarize self with the organization, coverage and possible 
usefulness of major bibliographic tools in the relevant subjects 
(both current and retrospective) . Deadline ; October 1. (Tarrago, 
with assistance of Reference librarians, bibl iographers , and members 
of the teaching faculty) 

2. Read materials from SALALM, and other significant references for 
the collecting of Latin American materials. Decline ? October 1, 
and continuing. (Tarrago) 

3. Review the shelf list and shelves where Latin American materials 
are classed, using the RLG Latin American Cor.c;\.>ect:us as a guide. 
Deadline ; October 1. (Tarrago) 

4. Review the University Libraries' Latin American journal 
collection, identifying immediate needs. [ deadlin e; January 1« 
(Tarrago^ in consultation with members of the KelXoyc; Institute) 
5* Canvass faculty from the Government and Economics Department to 
learn of pending requests for new subscriptions an.1 their relative 
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priority. Deadline ; October 1. (Tarrago, in consultation with 
members of the teaching faculty) 

6. Review and select items from the approval and gift books in the 
fields of Latin America, political science and economics , guided by 
Gleason, and discussing problems with her and other appropriate 
parties. Deadline; Begin immediately, gradually assuming more 
independence. (Tarrago , Gleason, and others, as necessary) 

7. Review accumulated material awaiting decisions, making 
appropriate disposition^ Deadline; October 1. (Tarrago, Gleason, 
appropriate members of teaching faculty and Kellogg Institute) 

8. Identify three major academic library collections in Latin 
American studies appropriate for visiting, and make such visits, 
having prepared an agenda of questions to be answered, observatr • s 
to be made, and issues to be discussed. Deadline; December 1. 
(Tarrago, Gleason, with advice of members of Kellogg Institute) 

9. Plan a formal evaluation of at least three parts of the Lat: . 
American collection, and one each of the political science and 
economics collection. Deadline ; June 1. (Tarrago, in consultation 
with teaching faculty) 

10. Complete the Latin American segment of the RLG Conspectus, and 
using that as a guide, write a collection development policy for the 
Latin American collection. Deadline ; June 1. (Tarrago, in 
consultation with Gleason, relevant bibliographers and faculty 
members) 

Orientation to the International Studies Resource Center. 

Ppppse: To gain sufficient knowledge of the aims of the Center to alio*? 
tne Bibliographer to assist in its organization and oversee its 
collections. 

Activities : 

1. Meet with J. Bessler for an explanation of the plans for the 
Center, an introduction to IDC, and to the Center staff. Deadline ; 
August 15. (J. Bessler) 

2. Review the various types of materials now in storage, in the 
Kellogy Institute, and in the Institute for Pastoral Ministry, that 
will become part of the ISRC collections. Deadline ; September 1. 
(Gleason, Domingo, Pel ton, Foley) 

3. Develop, in cooperation with the Center's LTA, a plan for the 
organization of the_ materials in ISRC. Deadline ; October 1. 
(Tarrago, Gleason f Bessler) 
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SUNY, ALBANY 



NEW BIBLIOGRAPHERS 1 TRAINING PROGRAM 
FALL 1984 

DAY 1: 

Initi xl sessions with Personnel Officer and Director. 

10/10:30 - 12 -Hea^i— Cbl-lectioii Development introduces bibliographer 
to office to the location of Room 210* describing 
availability office supplies, the phone system, 
daily check- .; > requirements, and mailboxes/message en- 
velopes • 

A copy of c Lturary f s organization chart (and those 
of separate divisions) and a self-guided tour booklet, 
annotated with names of people to contact when problems 
arise, are presented to the bibliographer, who is encour- 
aged to spend the rest of the morning exploring the 
library • 

12-1 Lunch with Headj Collection Development , Assistant Dir- 

ector for Planning and Resource Development , and one 
other bibliographer. 

1:30 - 3 Head , Coll ect ion Be velopmen t , 

1) surveys naw bibliographer's previous expos'- ~e to 
collection development and the literature or subjects 
to be assigned; 

2) describes plan for training and any modifications; 

3) discusses scope of collection development, its pro- 
fessional organizations arid literature— recommends 
sampling of Collection Development in Libraries: a 
Treatise ; 

4) describes philosophy^ history and organization of 
collection development at SUNYA and expectations for 
bibliographers in the areas of selection, collection 
managero ' projects (recent and in process) , liaison, 
bibliog ^hic instruction, computer search and/or 
reference — provides a copy of the latest Collection 
development Department annual report, the latest 
Technical Services and Reference Services annual 
reports f and Main tibrary Bibliographers 1 Meeting 
minutes for the past year. 

DAY 2: 

9" - 10 Head, Collection Development , 

1) introduces Collection Development Policy , SUNYA P & P 
Manual, and collection size and use printouts; 

2) describes funding of SUNYA collection de/elop^eut (with 
appropriate dqrijt^;htatiori) : total acquisitions budget, 
discretionary/firm order budget , current allocations, 
annual budget requests, order year vs. fiscal year 
concept, grants and special funds including Coordinated 
Collection Development grant and cooperative program 
with NYSL, management data including encumbrance and 
expenditure reports, and fund monitoring responsibilities 
and methods. 

11 - 3) discusses subject assignments, providing documentation 

such as specific collection policies, graduate and 
undergraduate bulletins, Accent on Research, Faxon sub- 
scription printouts, faculty lists with dissertation 
titles, and most recent collection evaluations. 
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4) introduces Mentor * 
12-1 Lmch with Mentor and two other bibliographers. 

1:30 - 2:30 Mentor and Headi Collection Development i 

1) discuss selection tools used— ads, Choic e , form selec- 
tions* review journals, subject-specific journals— and 
types of acquisitions—discretionary orders, approval 
plans, standing orders, subscriptions, memberships, 
gifts; 

2) introduce bibliographer to Pre-Order F^arch Unit, 
f Men tor will attend as many of the following sessions as possible.] 

2:45 - 3:45 Head. Pre-Order Search Unit, 

1) introduces unit staff; 

2) describes organization of the unit and activities 



3) conducts tour of Room 210, illustrating workflow, 
tools, and variations of process for different types 
of orders and. information-only searches, providing 
samples of forms used. 

DAY 3: 

9-11 fe^^^Quisit4ona-Department , and other assigned staff 

1) provide overview of workflow; 

2) discuss firm orders, standing orders and periodicals* 
with introduction to files and Kardex; 

3) describe order placement, vendor selection § RUSK and 
special handling requests; . 

4) illustrate varieties of on-order and received multiples 
in card cataJt-g and rationale for locating received 
maetrials; 

5) discuss tracing an order; 

6) provide irrforroation on approval plans and their 
relationship ^ivh standing orders; 

7) explain policies and practices related to exaiaination 
copies, £reetr>, j w Si>c.-;lty vchases; 

8) illustrate pap£rvMr\ invoiced in receipt and payment; 

9) tour review, shelves* hew book trucks* aha forms used 
for approval rejects and location designation. 

12 - i Lunch with Head , Acquisition s * and Acquisitions LTAs » 



1:30 - 2:30 Completion of Acquisitions department session topics. 

DAY 4: 



9-10 Government-Publications Coordinator 

1) describes acquisitions methods — in contrast with Acqui- 
sitions Department activities — end budget and policies 
for government. publications; ' 

2) ihtroduc »s G.* 1 Kardex * other general GP reference tools, 
GP collection organization, GP personnel and their 
assignments. 

11 - 12 Special Collections Head _ 

1) describes content and location of collections and ser- 
vices—including Preservation Collection and conserva- 
tion activities; 

2) describes how materials are designated for SPB. 

12-1 Lunch with Q> Coordinator (as bibliographer) and two 

other bibliographers. 
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1:30 - 2:30 Reference Coordinator ___ 

1) describes content anc management p£ Reference Collection; 

2) discusses Reference Collectic?ri_ pbl : • statement and 
consultation oh adding materials to tiie collection^ 

[Training for reference desk service will be scheduled after this program.] 

3-4 Bead, Interlibfary Loan , 

1) describes interlibrary loan policies and procedures; 

2) discusses data gathered and communications with biblio- 
graphers; 

3) introduces NYSL access, NYSILL, CDLC, and CRL. 

DAY 5: 

9-10 Head , Library Systems , 

1) introduces computer room and personnel; 

2) describes status of LCS and GEAC; 

3) discusses future data possibilities from GEAC; 

4) introduces future systems plans for Acquisition** and . 
Online Catalog; 

5) relates these systems to overall library auto 

10:30 - 12 Head. Cataloging Department , discusses: 

1) copy cataloging; 

2) original cataloging; 

.3) gifts— especially considerations for processing when 
accepting them; 

4) backlog and access to it; 

5) RUSH and special handling; 

6) use of OCLC, MRMS, and future RLIN systems. 

12-1 Lunch with Heads, Cataloging and CASM, and Periapicals. 

Cataloged . 

1:30 - 2:30 Head, Catalog, Authority and Shelflist Maintenance, discusses: 

1) authorities; 

2) shelf. list; 

3) GEAC updates, especially add-ons of various sorts; 

4) catalogs and record problems; 

5) binding and other physical processing activities. 

3-4 Periodicals -Gataloger 

1) describes periodicals cataloging practices; 

2) relates them to periodicals database; 

3) introduces periodicals printout and its interpretation. 

DAY 6: 

9-10 Head, Circulation , describes 

1) relationships and status of LCS, GEAC, and McBee trans- 
actions; 

2) routing new books to faculty and forms used; 

3) stack maintenance activities; 

4) future barcoding plans. 

11 - 12 Bibliographic Instruction Coordinator discusses 

1) general library tours; y 

2) workbooks; 

3) library publications; 

4) history of courses for credit; 

5) . assistance offered for subject-specific instruction 

sessions. 



,.r 74 95 

ERIC 



12 - 1 Lunch With Head T -Pre-0? er Search * and remaining biblio- 
graphers* 

1:30 - 2i?0 Computer Search Services Coordinator describes 

1) policies and prbcedi es; 

2) databases searched referrals; 

3) training opportun* 

[Training for computer search service i scheduled after this program.] 

3-4:30 Head, Non-Print Sen troduces 

1) Reserve Collect!* cies and procedures; 

2} Microforms, read( nters, access tools; 

3) Periodicals colle policies and procedures; 

4) Special Facilitie ials; 

5) Other non-print ( erials. 

DAY 7 through 11 

? A>i^"y^ Work in Pre-Order Search Unit 

1:30 - 4 



DAY 12 through 16 

Hours to be 
arranged 



Work in Technical Services 



DAY 17 Head. GLPP, and GLPP Bibliographers 

1) tour GLPP facilities and collections; 

2) discuss collection overlaps with Main Library, 
with special reference to the new bibliographer's 
assigned subjects* 

12-1 Lunch with GLPP librarians 

1:30 - 3 Head, Collection Development , provides wrap— up session, 

emphasizing expectations of bibliographers and priorities 
and time management. 

New bibliographer provides evaluation of training program 
(to be continued during bi-weekly meetings with Head , 
Collection Develoment). 

DAY 18 New bibliographer begins regular collection development 

activities. Head, Collection Development, schedules 
initial meetings with heads of academic units and estab- 
lished liaisons to be attended by new bibliographer and 
bibliographer currently carrying subject responsibilities 
to be transferred to new bibliographer (Head, Collection 
Development participates in these meetings). 



Mentor assists bibliographer in recalling or locating 
documentation on specific procedures and situations and 
reviews all requests sent to Pre-Order Search Unit with 
new bibliographer to point out missing information and 
other peculiarities. ( Mentor does not serve as an evalua- 
tor, but rather as a more experienced peer.) 

[Additional responsibilities, such as reference desk work and Computer Search 
Service appointments, will result in added specific training sessions.] 
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UNIVERSITY OF WATERLOO LIBRARY 
WORKSHOP ON COLLECTIONS MANAGEMENT 
Objectives 

To provide library staff with ah overview of the 
purpose and composition of a collections 
management program, and to solicit questions arid 
comments concerning its application at the 
University of Waterloo 

Format 

Two-day workshop, each day divided up into four 
one-hour sessions, each session to consist of a 
30 minute presentation, followed by a review of 
the results cf a previously distributed opinion 
survey (see NOTE below), and a general question 
and discussion period 

Syllabus 

Institutional and library goals. Conversion of 
goals into specific objectives through programs 
and the allocation of resources, Constraints 
upon _ the development of collections e.g. 
funding, space * curriculum, cooperat ive 
agreements . The role of collections management. 
Components of a collections management program. 
Collections development policies. Acquis! t ion 
policies . Selection. Acquis! t ion programs . 
Collection. Storage and weeding programs. 
Institutional co opera ti on 

Program 

Day 1 (Session 1 } 

Institutional goals and objectives , and 
library collections management . Components of a 
collections management program - collec tion 
development policies , selection and 
acquisi ti on procedures, acquisitions programs, 
collection evaluation 

Day 1 ( Session 2) 

Collection developmen t policies and their 
relationship to teaching and research programs • 
Program and course changes and collection 
development objectives. Long-range planning and 
"pie-in-the-sky" 
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Day 1 (Session 3) 



Selection and acquis it ion programs f and 
constraints that can influence them - space and 
equipment, funding, cooperative agreements 

Bay i {Session 4) 

Objectives of collection evaluation and the 
the components of a collection evaluation 
program - user surveys, list checking and 
statist id al analyses 

Day 2 (Session 1) 

User surveys - profits and pitfalls. Examples 
from some previous CAP projects. Some possible 
applications at the University of Waterloo - 
quality of the collection, accessibility, 
availal xli ty 

Day 2 (Session 2) 

List cheeking - selecting the right list. 
Problems with citations. Information to be 
collected. Analysing the results. Conclusions. 



Day 2 (Session 3) 

Sources of data for statistical analyses . Some 
analytical techniques, with examples from CAP 
projects 

Day 2 (Session 4) 

Applications of the results of a collection 
evaluation to collections development policies, 
selection and acquisition programs, conservation 
practices, and storage and weeding programs. 
Ul tima te effects upon 1 ibrary resource 
allocation e.g. personnel, budget and space 



NOTE 

The intent of the opinion survey would be to 
identify the attitudes of selectors to their 
collecting responsibilities, library's role in 
teaching and research, coordination and 
cooperation in collections development, weeding 
and storage, academic planning and library 
support 
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UNIVERSITY OF WATERLOO 



GUIDELINES FOR LIAISON LIBRARIANS VIS-A-VIS 
DEPARTMENTAL LIBRARY REPRESENTATIVES 



The Library assigns liaison librarians to work with the departmental library 
representatives to facilitate communication between the Library arid the 
department, to develop the library collection and to prepare i\:«d adminicle- funds 
for the acquisition of library materials. 

In respect of communication, the liaison librarian: 

- informs the departmental library representative of Library resources, 
services, policies, matters of current interest, orientation and 
instruction programs 

- informs the Library of any concerns the department has with any aspect 
of the library operation 

- informs the Library of the requirements of the Department, and 
wherever possible, addresses these requests directly (e.g. orientation) 

- is available to attend departmental meetings by invitation to present 
and receive information and comment concerning Library services. 

In respect of collections development, the liaison librarian: 

- assists the departmental library representative in becoming familiar 
with the strengths and weaknesses of the Library's collections, with the 
department's Collection Development -Policy and with the Library's 
selection, acquisition and weeding procedures 

- consults with the departmental library representative on long-range 
planning of collection development 

- advises the departmental library representative of new acquisitions and 
subscriptions 

- consults with the departmental library representative on proposed major 
purchases or specialized materials 

- consults as necessary with the departmental library representative when 
preparing assessments of the library collection and programs (e.g. 
ACAP). 
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in respect of the acquisitions budget, the liaison librarian: 

- keeps the departmental library representative informed of the 
commitments and expenditures of the acquisitions budget over the 
coarse of the year 



- solicits the assistance of the departmental library representative in 
drafting the annual acquisitions budget 

- ensures that the acquisitions budget request accurately reflects the 
amount required to support academic programs and research. 



June 11, 1984 
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PENNSYLVANIA STATE UNIVERSITY 



Guidelines for Selectors 

August 14, 1986 Attachment 5: Excerpt from 

Collection Development Guide- 
lines (draft) . . .Bibliographer's 
Manual 

Guidel ines fo t^-Seleetora 



2.0 INTRODUCTION 



These Guidelines are intended as a training guide and sourcebook for new 
selectors, a continuing reference for experienced selectors, and an aid for 
supervisors of selectors. It is above all a tool for the collection 
development function. 

This document contains the following sections: I. The mission statement for 
the collection development function; II. A timetable for collection 
development functions; III. A list of the major collection development 
activities including sections on the selection of materials, faculty liaison, 
collection management and evaluation, financial control and continuing 
education and professional development. The activities in each section are 
listed in priority order and suggestions for implementation have been added. 
It is the responsibility of the selector, in consultation with the appropriate 
Department Head and the Coordinator for Collection Development, to set goals 
for each year in accordance with the collection development timetable; IV. A 
list of policies and procedures relevant to the collection development 
function; the actual policies and procedures form an Appendix to these 
Guidelines • 
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Guidelines for Selectors 
August 14, 1986 



4.0 TIMETABLE FOR COLLECTION DEVELOPMENT FUNCTIONS 

a. July-August: In consultation with the appropriate Department Head and 

the Coordinator for Collection Development set plans and 
goals for the future following guidelines contained in 
this manual. 

b. January-February: Assess progress made toward goals set in July-August. 

Write summary report to be shared with the appropriate 
Department Chief and the Coordinator for Collection 
Development . 

c. By May 1st: Written evaluations on the previous year's performance, 

including the collection development function, will be 
written by the appropriate Department Chief who will 
consult, as appropriate, with the Coordinator for 
Collection Development. (See attached) 

4.1 Selection of Materials 
I. Priority I 

1. Develop, use and routinely review a working list of selection 
tools . 

2. develop a systematic and qualitative approach to selection based 
on knowledge and understanding of the academic and research 
programs in the assigned area. 

3. Review and evaluate library materials received through approval 9 
blanket and gift and exchange programs and give feed-back 
regarding the profile and how well the approval plans are 
working. 

4. Identify bibliographers in related fields and work with theu as 
appropriate to coordinate the acquisitions of library materials. 
Develop a regular mechanism for this coordination. 

5. Monitor funds assigned for subject(s) or field(s). 

6. Encourage suggestions from library users for library materials 
purchase . 

7. Become familiar with library policies affecting selection 
decision, e.g. gifts, software, etc. 
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Guidelines for Selectors 
August 14, 1986 



ii; Priority II 

i; Identify and coordinate with Acquisitions, gifts and exchanges 

sto upplement purchased items in subject area for addition to th<- 
collection. 

Suggestions ^or^ ^Implementation 

1. In addition to general tools such as BPR, Weekly Record, and national 
bibliographies, a working list of selection tools should include: 

(1) specialized journals which feature book reviews, books received 
notices or advertisements; (2) dealers' list and catalogs; (3) 
Polishers' catalogs and brochures; interlibrary loan requests; (4) 
standard bibliographies in the fields. 

2. Learn how to use the Collection Development Policy as a tool for 
modifying expenditures, according to budget changes. 

3. Consider regular, formal or informal meetings with selectors whose 
fields inter-relate with yours to coordinate selection and location 
of materials. 

4. Keep close contact with Acquisitions Librarians on approval plans, 
alternative funding, etc. 

5. Set a time-table for collection development functions. 
4.2 Faculty Liaison 

I. Priority I 

1. Arrange to attend the first faculty meeting of the department or 
college in order to introduce yourself; arrange attendance at 
other meetings if appropriate and feasible. 

2. Communicate frequently with library committees, departmental 
representatives and other interested faculty. 

3. Contact each new faculty member in the department on his/her 
arrival. 

4. Direct a communication, either written or in person, to faculty 
members in the department at least once a year. 

5. Visit with department chairperson, particularly if newly 
appointed, to discuss programmatic priorities, trends and plans 
for curricula. 
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Guidelines for Selectors 
August 14, 1986 



6. Keep informed as much as possible about individual faculty 
members' professional activities and interests. 

7. Get on department mailing lists. 

8. Consult with appropriate faculty before acquiring unusually 
expensive items or making important changes. 

iii Priority II 

1. Act as liaison for faculty with other areas of the library system 
when appropriate. 

2. Keep in contact with graduate advisors and/ or thesis and 
dissertation advisors for awareness of ongoing research in 
subject area. 

3. Monitor university publications (Intercom, Senate Blue Sheets, 
etc.) for changes in programs, new appointments and faculty 
activities. 

4.3 Collection Management and Evaluat ion 

1. Engage in continuous review of current serial subscriptions. 

2. Weed lesser-used materials for location in the Library Annex or 
withdrawal. 

3. Undertake assessments of the collection by reviewing and evaluating 
holdings in given subject(s) . 

a. Within assigned subject(s) conduct an evaluation of a discrete 
part of the collection each year. 

b. Undertake major assessment of significant portion of the 
collection within assigned sub ject(s) every 3-5 years. 

Suggestions and Implementation 

1. Within assigned subject(s) check holdings against standard 
bibliographies . 

2. Within assigned subject(s) check holdings against specialized lists 
such as the RLG Verification Studies, bibliographies published in 
journals and those issued by special libraries as available. 

3. Determine sources of information and statistics to promote effective 
management decisions. 
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4. Familiarize yourself with acquisitions policies affecting selection, 
withdrawal and other management decisions. 

4.4 Fund Management 

I. Priority I. 

1. Assume responsibility for administering all funds allocated or 
made available for assigned subject(s). 

2. Become familiar with annual estimates of expenditures for library 
materials in assigned subject from all sources , including 
serials, approval plans, allocations and special funds. 

3. Make annual written materials budget request to Coordinator for 
Collection Development and the Acquisitions Librarian based on 
factual information. 

Suggestions for Implementation 

1. Become familiar with monthly budget reports from Acquisitions. 

2. Become familiar with annual estimates of expenditures made at the end 
of each fiscal year by Acquisitions. 

3. Become familiar with estimates of expenditures made with report of 
allocations for each new fiscal year. 

4. Be aware of the average price of a boofc for assigned subject(s) 
through annual reports issued by PW arid Library Journal etc. 

$•5 Continuing Education and Professional Development 

I. Priority I. 

1. Develop depth and breadth in knowledge of assigned field(s) . 

2. Keep up with. literature on the use of library materials in 
assigned field(s). 



II. Priority II. 

1. Be aware of on-line databases available in assigned field(s)and 
existing housing and servicing patterns. 
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III. Priority III. 

1. Write book reviews in the subject area. 

2. Publish research in assigned subject field(s) with emphasison 
bibliographical resources. 

Suggestions for Implementation 

1. Maintain familiarity with journal literature in the subject , noting 
trends and changes. 

2. Attend lectures, seminars, workshops, conferences, etc., both on and 
off campus ^ as appropriate and significant for increasing knowledge 
in the subject area. 

3. Audit or take for credit courses in the assigned subject field(s) . 
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Bibliographer's Handbook 



INTRODUCTION 

Intended AupiaNCB AUD. USE 



the Bibliographer's Handbook is intended to serve as an 
orientation aid for new bibliographers! a sourcebook and guide 
to collection development for new and experienced 

bibliographers, and a reference for the non-bibliographer 

supervisor of bibliographers. It is also intended to acquaint 
other library staff with the role of bibliographers. 



Purposes Main 

The Handbook has two underlying purposes. The first is to 
strengthen the Library's Collection Development Program through 

definition of its aims, functions and practice. The second is 

to improve administration of the program. 

These statements of purpose grew out of specific needs. Orien- 
tation for new bibliogj?aphers 1 f or example, called for a 

document which analyzes bibliographer functions and tackles the 
issue of what to do first. Experienced bibliographers needed to 
recognize purposes held in common and gain better understanding 
of their roles in the administration of the Collection Develop- 
ment Program. Also needed was more complete information on the 
collection development process, especially by librarians who, 
though hot themselves bibliographers, were supervisors of 
bibliographers. 

The context of the Handbook will be * e \ *7_ two related 
publications, a Collection Development Policy and a Library 
Handbook for Faculty . Together they shall address a philosophy 
of materials selection as well as specific collecting guidelines 
and acquisitions procedures. 
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Bibliographer's Handbook 



While The Bibliog rapher's Handbook seeks to provide an overview 
of the Collection Development Program, it is intended to accom- 
pany two other publications, The Collection Development Policy 
or Library Handbook for Faculty. In keeping with its intended 
uses the Handbook is practical in character. It also offers 
options rather than prescriptions, partly because it is directed 
to a variable audience, but also because collection development 
does hot lend itself to absolutes. 

The Handbook addresses a particularized situation which antici- 
pates continuing change. Inclusion of specific concepts or 
suggestions is not necessarialy intended to convey the notion of 
"best professional practice" and may simply mean "best strategy 
under present circumstance Fund accounting in a currently 
non-automated mode is a case in point, The Handbook as a whole 
is an evolving document that is frankly experimental in some 
aspects. 

What doesn't work will be discarded or replaced. In recognition 
of its dynamic character the Handbook is in loose-leaf format. 



Method 

The content of^ this Handbook consists of _ a thoughtful adaptation 
of the Bibliographer's Manual of the University of Texas at 
Austin to the present circumstances in the McGill libraries. * 
Further developments will occasion new and/or altered sections, 
reflecting special arrangements, policies etc. required to meet 
the special heeds of our McGill constituencies. 



* Bibliographer 's Manual: A Guide to the General Lilfrra^es 
Collection Development Program ,, Contributions to Librarianship, 
ho. 7 (Austin: The General Libraries, The University of Texas at 
Austin, 1962.) 
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SPECIFIC RESPONSIBILITIES OF BIBLIOGRAPHERS 



Frequency 

Essential 

Bibliographers 1 meetings •••••••••••••••••••••••••••••••••••••• 1-2 hours a week 

Faculty interviews Annually 
Faculty liaison (handle requests, query them on 

collection issues, provide SDI service, etc.) •••••••••••••• As needed 

Review approval books ......................................... 2-3 times monthly 

Review form selections (BNA, BHB, Harrassowitz, 

Touzot, Coutts, Bennett) .................................. Continually 

Review gift and exchange books ••••••••••••••••»••••••••••••••• Periodic 

Review special gift collections or en bloc purchases •••••••••• Occasional 

Review exchange lists Periodic 
Review most important retrospective catalogs and lists •••••••• Continually 

Serial requests, with justification ••••••••••••••••••••••••••• As needed 

Make renewal evaluation for new subscriptions •«•••••••••••••<.. Periodic 

Prepare and review shared purchase requests Annually 
Review ILL requests o ......................................... . Periodic 

Book and serial replacement worksheets •••••••••••••••••••••••• Periodic 

Queries from Bindery unit on replacement of 

mutilated materials or missing issues Periodic 
Selective cancellation of subscriptions 

or standing orders •••••••••••••••••••••••••••••••••••••• c • • As desirable 

Review of cancelled orders for disposition •••••••••••••••••••• Periodic 

Update or revise selection policies « As necessary 

Important or Desirabl e 

Attend Collection Development Committee meetings •••••••••••••• 2-3 times a year 

Review book trucks (direct orders, 

forms selections, and "book-here 1 s") ••••••••••••••••••••••• 1-3 per week 

Check Livres du mois, other lists of 

monographs and serials ••••••••••••••••••••••••••••••••••••• Periodic 

Review less important catalogs, lists, 

and flyers received Periodic 

Check appropriate bibliographies for filling gaps ••••••••••••• As time permits 

Attend faculty meetings (where appropriate 

and when invited) Occasional 

Optional 

Attend f&culty colloquia and other meetings 

Attend workshops relating to collection development 

Check current titles or titles reviewed by Choice, etc. 

Special Pro^ec£s 

For new bibliographers: Interview all available faculty members 
Ongoing: North American Collections Inventory Project (NCIP) 

Selection of materials for storage in the Southern Regional Library 

Facility (SRLF) 

Past: Review of ail subscriptions and standing orders for rating and selective 
cancellation 
Review of 1 transit 1 backlog 

Random sampling of collection for storage statistics 
Meetings with UCR bibliographers on intercampus cooperation 
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BRIGHAM YOUNG UNIVERSITY 



Harold b. lee library 
collection development division 



The two primary goals of the Collection Development Division are to: 

1. build collections by supporting curriculum and research at Brig ham Young 
University, and 

2. facilitate access to library collections by providing reference service, 
research assistance, and bibliographic instruction. 

The successful accompli shmant of these goals requires that the division 
maintain a close working relationship with the academic units of the 
University, including colleges, departments, institutes, and research centers. 
Of paramount importance is also division support of individual faculty members 
in their instructional and research assignments. 

The responsibility for relations with academic units and their faculty 
reseats with the subject selectors. Subject selectors are assigned those 
academic units whose curriculum is most closely aligned with their collection 
development responsibilities. Because of the interdisciplinary and overlapping 
nature of both the university's curriculum and the division's collection 
development assignments, more than one subject selector may be assigned to an 
academic unit. 

Subject selectors are expected to maintain contact With their assigned 
academic units through meetings as outlined below. In addition to these formal 
meetings, subject selectors should work with individual faculty members in 
building collections, providing research support, and developing bibliographic 
instruction programs. 



Scheduled Meetings 

1. Meetings with college deans — annually 

2. Meetings with department chairmen biannually 

3. Meetings with faculty representatives — monthly or biannually 

4. Attendance at department faculty meeting — biannually 

5. Introductory meeting with new faculty — upon hire 

One function of these meetings is to gather information about academic 

programs that will enable subject, selectors to update col lection development 
policy statements, bibliographic instruction programs, and reference! services. 
These meetings also provide an opportunity for subject selectors to communicate 
information on library policies, services, and budgets. A final purpose for 
the meetings is to elicit feedbaQk on satisfaction with library support. 
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Suggested agendas have been developed for the meetings outlined above. Of 

necessity, these agendas art generic and quite basic. Prior to each meeting, 
subject selectors should review the agenda and add appropriate items. Because 
subject selectors are^t he library's primary representatives to academic units, 
they are asked to communicate information and gather feedback on all library 
services, including those offered by the General Services and Technical 
Services Divisions. 

Following meetings with deans and department chairmen, subject selectors 
are to submit a brief written report to the Assistant University Librarian for 
Collection Development. This report should outline changes In academic 
programs which may Impact the library. The report should also include an 
evaluation of the college's or department's satisfaction with library 
collections and services.. The Assistant University Librarian for Collection 
Development will communicate pertinent information from these reports to the 
Library Administrative Council. 

The agendas for the various academic meetings follow* 
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DEPARTMENT FACULTY MEETING 
Agenda 



Suggested frequency: Biannual 1y 
Suggested length: 15 minutes 



A. Budget Report 

1. Monographic allocation end balance 

2. Serials allocation and balance 

B. Library Update 

1. New policies 

2. New services 

3. Organizational changes 

C. Suggestions for Improvement of the Library Program 

1. Collection support 

2. Library services 

B. Questions on Library Program 
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FACULTY REPRESENTATIVFS MEETING 
Agenda 



First Meeting 



A* Faculty Representative Program 

1. Role of faculty representative 

2. Faculty representatives manual 



How the Library Acquires Materials 

1. Standing order and approval programs 

2. Firm order program 

3. Serial subscriptions 

4. Non-book formats 



C. Library budget 

i. Departinent allocation 



a. Monographs 

b. Serials 

Budget reports 



D. Ordering Procedures 

1 . Monographs 

2. Serials 



E. Library Orientation 

1. Tour 

2. Demonstrations (RLIN, BYLINE* CARS) 
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FACULTY REPRESENTATIVES MEETING 



Agenda 
Monthly Meeting 

Suggested frequency: At least once a semester, preferably monthly 
Suggested length: 30-60 minutes 

A. Budget Report 

1. Monographs 

2, Serials 

B. Consideration of Purchase Requests 

C. Library Update 

1. New policies 

2. New services 

3. Organizational changes 

D. Department Satisfaction with Library Collection and Services 

E. Questions on Library Program 
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NEW FACULTY LIBRARY ORIENTATION 
Agenda 

Frequency: At time of hire 
Length: 1 to 2 hours 

A, Welcome to University 

EL Explanation of Library Organization 

1. Library Divisions 

2. Library Administration 

3. Library Council 

€• Library Services 

1. Faculty library Guide 

2. Circulation 

a. Faculty book delivery 

3. Interlibrary Loan 

4. RLIN, BYLINE, CARS 

5. Reference service and research assistance 

6. Bibliographic instruction program 

D. Collection Development 

1. Library representative program 

2. Library budgets and reports 

3. Recent acquisition list 

E. Tour of Library 

F. demonstrations (RLIN, BYLINE, CARS) 
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Elmer Holmes Bobst Library lnf< * m £ xt J.°9 
New York University Bulletin/ 



Materials for the Library's collections are selected, by subject specialists 
who^ work in the various reference centers at Bobst Library. These people are 
responsible for choosing books, journals and other material Which meet the study 
and research needs of New York University's students and faculty* Faculty 
participation in selection is welcome and encouraged. The Collection Management 
Department, with the Library's Collection Development Committee, is responsible 
for coordinating the work of all those who select material for the Library. Tto 
get in touch with the subject specialist assigned to your department or program, 
inquire at the Collection Management Office located on the mezzanine in Bobst, or 
call Joan Grant, Director of Collection Management (598-2378). 



BOOK SEUSCTTON 

The bulk of the Library's domestically published books are received on 

approval from several book distributors. under the terms of thise approval plans, 
books in subject_areas of interest are automatically received. Subject specialists 
review each shipment, selecting those items of value to the Library's collections, 
ft similar plan is in effect for books published in England. In addition, blanket 
orders are maintained for certain subjects with dealers in France, Germany, Spain 
and several Latin American countries. For publications not covered by approval 
plans and for retrospective material, subject specialists generate individual 
orders • If faculty meanbers wish to recommend orders of learn about procedures or 
approval plan coverage, they should contact the librarian responsible for 
selection in their particular subject area. 

Extensive reference sets, najor microfilm collections, and other substantial 
works are also purchased, such acquisitions are made selectively depending upon 
availability of funds. Factors considered by the Coitmittee in evaluating major 
purchase requests include: 

-relevance of the material to program needs; 
-quality of guides or indexes; 
-anticipated use of the material; 
-availability elsewhere in the city. 



Note: Orders for books to be placed on reserve should be sent directly to the 
Reserve Room. 



jotnaffiL Election 

Because subscriptions involve the commitment of both current and future funds, all 
journal requests are carefully scrutinized by the Collection Development 
Committee. This insures the Library's continued ability to add new titles on a 
selective basis in spite of budget limitations. The criteria considered by the 
Committee include but are not limited to: 




Collection Development 



-relevance to the curriculum and existing collect ion strengths? 
-coverage in indexing and/or abstracting sources; 
-credentials of editor , editorial board and contributors; 
-availability at other libraries through resource sharing 
agreements; 

-assessment of sample issues made available for in-house review. 

sips 

The library accepts gifts of books and other materials which will enhance the 
research strengths of its collection. All donations are received with the 
understanding that the library may keep or dispose of the books at its discretion. 
Anyone interested in making a donation should contact Frank Walker at 598-3756 or 
consult Faculty Information bulletin #2 for details on the library's gift policy 
and procedures. 

Through the Library's participation in a variety of cooperative arrangements, 
users have access to the collections of a number of libraries. Use of the rich 
library resources in the metropolitan area and northeast can serve as an 
invaluable supplement to the collections at NYU. Additional details on using the 
libraries of the following institutions are available at the reference desk on the 
first floor of Bobst. 

Research Library Association of South Manhattan (The 
Consortium) — Reciprocal access and borrowing privileges at 
the New School for Social Research, Parsons School of Design 
and Cboper Union for the Advancement of Science and Art, 

Hebrew Union—Reciprocal access and borrowing privileges. 

Columbia University— Stack privileges for faculty and 
doctoral candidates. 

Research Libraries Group (RLG) — Reciprocal access and 
priority interlibrary loan at the 27 RLG members which 
include the New York Public Library , Yale , Princeton , 
Columbia r Cornell r Pennsylvania and Stanford. 

Metropolitan Reference and Research Library Resource Agency 
(METRO) — Referral services for on-site use of specific 
materials in many libraries in New York City. 
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TEMPLE UNIVERSITY 
DISCRETIONARY FUNDS AND SALARY COST 



VISCRETWNARV 
FUNDS 


SALARY 
COST 


$ 54,400 


$ 14,123 


13,500 


10,763 


8,000 


12,679 


1,400 


2,541 


15,000 


11,983 


7,200 


6,06% 


1,800 


1,674 


22,200 


14,311 


11,400 


4,025 


27,600 


6,840 


4,400 


4,451 


22,200 


17,700 


32,500 


9,561 


10,400 


20,942 


19,100 


31,152 


2,000 


1,724 


18,520 


10,631 


9,600 


7,610 


0 1 71/1/1 

z / -, 000 


11 ,012 


33,000 


8,450 


8,400 


6,178 


$336,140 


$225,531 
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UNIVERSITY OF WATERLOO 

MANAGEMENT INFORMATION SYSTEM (M.I.S.) 
OUTLINE OF METHODOLOGY USED 



An attempt has been made to display a quarterly estimate of Library 
resources being allocated to various Library programs and functions, the 
total cost of resources such employed, the production outputs achieved, 
and the resulting unit transaction costs. 

The unit production costs have been determined by using macro- 
analysis rather than microanalysis - in other words, the physical out- 
puts have been related to total costs for a given quarterly period for 
each of the Library programs being studied. 

Two major kinds of Library cost centers have been segregated and 
tified: 3 



ident 

a) processing centers (Collections) 

b) support centers (Public Services 



) 



It should be emphasized that the unit transaction costs arrived at 
are only estimates and they should be treated as such. 

For each of the M.I.S. functions being reported Library 
management and staff directly involved in the operation have indicated 
on a percentage basis the amount of time being spent. Direct quarterly 
salary costs have been calculated for each function by applyinq the Per- 
centage time allocations. vv y y p 

. Most of the Library's non-salary operating accounts are not broken 
down by department. The following allocation process has been adopted: 
each duly after the annua i salary increases have been incorporated in 
the Departmental salary budgets the total non-salary operating costs are 
being allocated to the Departments based on the percentage relationship 
of each Departmental Salary Budget to the total Salary Budget. 

The quarterly non-salary operating costs have been added to the 
direct quarterly salary costs for each M.I.S. program. 

m t _Q ua /terly output statistics have been computed for each of the eight 
W.l.Si functions. In some cases, a weighting of the statistical data has 
been^one.^For example, a weighting factor jf 1.8 has been established 
tor Interlibrary Loan Material borrowed in order to compensate for the 
longer processing time for borrowed material as compared to loaned 
material. 



MANAGEMENT INFORMATION SYSTEM (M.I.S.) 
SUMMARY OF UNIT COSTS, MACROANALYSIS 



PERIOD: Aug. i, 1985 - OCT. 31, 1985 



LMItbUKY 


TRANSA6TIQN 


DESCRIPTION ' " 
OF COSTS 


ACTUAL 
COSTS 


OUTPUT 
DATA 


UNIT TRANSACTION COST 


1. Collections Development 


Unit cost re: ordering one 
volume of titles 


Salary. and non-sal ar. 
operating costs, 
Direct and overhead 
costs 


y $87,298 


3,070 


Unit ccjt per title 
ordered: $28.58 


2. Acquisition of Mono- 
graphs 


Unit cost re: acquiring one 
volume of titles 


same as above 


$116,360 


8,908 


Unit cost per physical 
item received $13.13 


o. Acquisition or benais 


Unit cost re: acquiring a 
given volume of serials 


same as above 


$118,435 


70,596 


Unit cost oer Dhvsi cal 
item received $1.69 


4. Cataloguing of Mono- 
graphs 


Unit cost re: cataloguing a 
given number of items 


same as above 


$411,830 


14,025 


Unit cost per physical 
item catalogued $29.51 


? 5. Cataloguing of Serials 


Unit cost re: cataloguing or 
recataloguing a given number of 
titles 


same as above 


$20,340 


422 


Unit cost per title 

catalogued/recatalogued 

$48.44 


6. Information Services 


Unit cost re: a given volume 
of reference/information 
service activity 


same as above 


$61,375 






Reference 
questions 
80,822 

Reference 
questions 
/Queries 
87,360 


Unit cost per information 
unit-reference questions 
$.76 

Unit cost per information 
unit - reference question/ 
Queries 1 70 


7. Circulation of Library 
Material 


Authori zed removal of material 
from Library premises or 


same as above 


$330,173 


139,065 


Unit cost per circulation 
transaction $2.38 


8. Interlibrary Loans 


Unit cost re: a given item 
lent or borrowed 


same as above 


Lending 
$16,873 


Lending 
$1*631 


Unit cost per item lent.. 
$10.39 
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Borrowing 
$30,284 


Borrowing 
$1,939 


Unit cost per item borrowed 
$15.70 • 
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SUMMARY Of UNIT OPERATING COSTS (ANNUAL AVERAGES) 



PERIOD 






ACQUISITIONS 


CATALOGUING REF 


ERENCE 




ILL 




MON. 


SIR. 


jfitU Scft. pJJ|7" 


OUEST/OUE. 


CIRC 


LENT SilRR 


Jan. 81 


- Oct. 81 


$11.06 


$ 8.26 


$ 2.13 


$18.36 $ 82.96 $0.67 


5 0.58 


$1.40 


$ 8.19 $ 6.53 


Jan. 82 


- Oct; Zl 


12.83 


10.01 


2.12 


23.28 180.90 0.61 


0.55 


1.31 


7.38 8.97 


Jan. 83 


- Oct, 83 


11.54 


11. 03 


2.57 


23.68 88.16 0.61 


0.57 


1.58 


8.69 10.96 


Jan. 84 


- Oct. 84 


13.24 


10.54 


2.98 


27.15 78.03 0.59 


0.56 


1.57 


9.34 12.35 


Jan. 85 


- Oct. 85 


22.77 


12.78 


2.61 


28.71 64.39 0.76 


0.71 


2.13 


9.71 13.39 
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UNIVERSITY OF WATERLOO 



DATE 
"?m:RBsCE DESK 



SCHEDULED TIME 



ADDITIOWi TIME 



OTHER REFSK'CE tvORIC 
: BIBLIOGRAPHIES 



LONG QUESTIONS 



HEEDING, 

COLCECTION AWAREMESS 



: DEAIER SELECTION 
BIBLIOGRAPHIES 



DEALER SELECTION 



OTHER BIBLIOGRAPHIES 



JOURNALS 



PUBLISHERS FLYERS 



OTHER TOOLS 



LIAISON 
: PHONE 



IN DEPT. 



IN LIBRARY 



/MEETINGS (indicate type) 



*ATMARS 

■ DESCRIBING SERVICE 



PROFILE PREPARATION 



HENNI2S3 SEARCHES 



CAVITATION 

: PREPARATION 



I «r-3 % - 



6.4 



6 



1o - 



2?. 5 



a - 3.i 



a- 



1.3 



o.g 



0.6 



Q4 



o.i 



0 - 



02 



0.£ 



30./ 



5.? 



7.5 



W.2 



1 3 



10$ 



% - 



%- 



2.3 



/3.51 



TIME 



3 



Tl one S t\f-tk,yA 



■ ADDITIONAL INPOftMATiON 
(PLEASE DE SPECIFIC) 



1.17% +56% 



0.4 



o- 



: TOURS, TORKSHCPS ETC. 



CfcASSES, TORrCSIiOPSr 
:OJKERENCES ETC. 



•tniER 



Setup <Ca/»*jij| 



: 0 W Z-S-iT*^ 5 ^^ 



0 



0- 



5# 



/. 8 



% 



2. 



037% 



Los % 



r 



7 



jt'.U A l i ft 



3.2Z 7. 
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-University of Waterloo 

COtL BCTi OtfS :t1 A N Af^MiW A T" UW 

1. For literature on collections management see 
writings of Miller, Masher and Stueart 

2. At UW, collections management program is a 
response to problems in use of human resources, 
financial support and space. Objective is to 
make our resources go further in satisfying the 
requirements of our users 6 

3. Collections management is one i'acet of the 
operations of the Collections Division of the : 
Library, which includes also acquisitions and 
cataloguing. The Public Services Division 
provides the day-to-day interface With the 
library patrons. Communication between the two 
divisions takes place within the administrative 
structure, committees and interchange of 
personnel e.g. cataloguers at reference desk 

4. The components of the Collections Management 
Program are 1 B 

a) Collection Development Policies 

b) Acquisition Policies 

c) Budgets 

df Acquisition Programs 
e) Collection Evaluation 

5. All the above have been performed previously in 
some way. The intent of the Collection 
Management Program is to ensure that they are 
done regularly, systematically and consistently 

6. A primary emphasis will be on Collection 
Evaluation. This program is seen as consisting 
of three parts: b 

a) physical inventory 

b) use/user studies 

c) disciplinary assessments 

What do we hope to learn from these studies? 

e) What does the collection contain? 
Are these the right things? 

w ^ y _°_r_why not? 

What is in the collection that is not needed? 
What is not there that should be? 
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f) What needs preservation? 
What needs it most? 
What needs it sooner, what later? 
What would inconvenience users least if 

relegated to less-costly storage 
What material is obsolete* undesirable, 

redundant* and therefore could be discarded? 

The answers to these questions will provide input 
for improved decisions on: 

gj collections development policies 
h) acquisition policies and programs 

1) budgets __ ; 

j) preservation policies and programs 
• k) security 
1 ) relegat ion/weeding 

7. What have we done : 

a) appointed a Coordinator, Collections 
Management with authority to initiate and 
coordinate all aspects of the Collections 
Management Program 

b) appointed an assistant for routine work of 
' the Collections Management Office and 

managing special projects 

c) held a two-day seminar for selectors* and 
other interested staff on the rationale 

for, and content of, a collection ~ . 
management program 

d) met with faculty library committees to 
explain the collections management program 

e) established guidelines for initiating 
collection assessments 

f) performed a shelf inventory of the Arts 
Library stacks collection, using portable 
scanners 

g) completed storage projects for collect ions in 
Library Science f Chinese Civilization, Arts 
Periodicals stacks* Arts Reference collection 
and Arts Government Publications statistical 
yearbooks collection 



no 



h) run collections analysis trials* using 
circulation data and bibliographical 
checklists , on Philosophy, Economics and 
Earth Sciences collect ions to determine the 
most economic ways of collecting significant 
information about the collections that will 
provide useful input into budget* 
acquisition, preservation, relegation and 
weeding decisions 

What do we intend to do next* 

a) Evaluate our experiences with trial 
collection evaluation projects and prepare 
recommendations for a methodology for 

f uturepro Jects and a proposed schedule for 
a comprehensive collection evaluation 

b) Evaluate our experiences with shelf inventory 
using portable scanners and prepare 
recommendations for future inventory projects 
and a schedule for inventorying the entire 
collection systematically 

c) Stemming from the findings of the inventory 
project in the Arts stacks and other 
Observations of missing and damaged material 
in the collections, by the end of the year 
we plan to prepare a report and 
recommendations concerning the security 

and conservation of the collections 

d) Early in the new year, we plan to conduct a 
thorough review of our existing policies 
regarding inter-university cooperation on the 
development and management of collections 

and determine if they are in tune with our 
present needs and plans 
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MEMORANDUM 

TO: Stuart MacKinnon, Collections Management 

FROM: Linda Leger 

DATE: January 6, 1986 

RE: Report on the Evaluation of the 

Physics Journal Collection 



Several months ago, the Physics Graduate Officer proposed seven 
new Ph.D. courses. While preparing the Collection Support for New Courses 
form, I undertook to examine the Physics journal collection. This memorandum 
will report the results of this evaluation. 



Method 



Using the "Journal Ranking Package by Category" section of 
Journal Citation Reports 1983 fJCRk which lists the most highly cited 
journals by subject, I selected the following categories which are of 
particular interest to Physics: 





Number of 
unique titles 


Astronomy and Astrophysics 


27 


Biophysics 


32 


Physics 


62 


Physics, Applied 


31 


Physics, Atomic, Molecular 
and Chemical 


15 


Physics, Condensed Matter 


23 


Physics, Fluids and Plasmas 


8 


Physics, Mathematical 


5 

203 



This list is by no means exhaustive but includes most of those categories 
for which Physics collects at an A (Intensive) or B (Comprehensive) level. 
Occasionally a title appeared in two of the categories. When this occurred, 
l removed that title from the larger, more general category (usually "Physics") 
and counted it only in the second category. These eight categories yielded 
203 unique journal titles of direct interest to physicists 



Each of the 203 titles was checked against the UW serials list; A 
title was counted when UW held a current, on-going subscription to that title. 
The titles for which UW did hot hold current subscriptions (see Appendix I) 
were then checked against the Cooperative Union of Scientific Serials (CUSS) 
to determine which other nearby universities subscribed to them. Titles not 
listed in CUSS were checked against the University of Toronto serials list 
and then the Union List of Scientific Serials in Canadian Libraries (ULSSGL). 
Only Ontario locations have been noted on Appendix I. 

Results and Discussion 

1 . Untailored Results 

. The following chart summarizes the results of the search of the 
untailored list of 203 titles: 

No. of Titles 



Category 


Held by UU 


Percentage 


Astronomy and Astrophysics 


21/27 


78 % 


Biophysics 


19/32 


59 


Physics 


48/62 


77 


Physics* Applied 


28/31 


9G 


Physics, Atomic, Molecular 


13/15 


87 


and Chemical 






Physics, Condensed Matter 


22/23 


96 


Physics, Fluids and Plasmas 


8/8 


100 


Physics, Mathematical 


5/5 


100 


Total 


164/203 


81 % 



The fact that UW holds SIS of the 203 top-cited Physics journal s from an 
untailored list is an extraordinary qno indeed. One normally finds in 
similar searches that a university with a good collection often holds less 
than 70% of the titles on untailored lists. 

. ... . o 

As you know, UW and Guel ph operate a joint Physics program (GWP ). 
It is interesting to note that Guelph has current subscriptions to only 
4 of the 39 journals not held by UW; Western holds 14 and McMaster 12. Photo- 
copies .of articles from all bu.t 3 of these journals are available through inter 
library loan from Ontario libraries. 

2. Tailored-Results 



A list of the journal titles not held by UW for all categories 
except Biophysics was submitted to Profs. Leech and Hemming for their opinion 
as to whether or not they represented serious omissions in our collection. 
Upon perusing this 1 1st » both gentlemen felt that there were no major 
omissions in the Physics journal collection. I should point out that in 
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1985 I received a request for. goon & Planets from Dr. P. Wesson and 

dr. Nagi had requested that UW renew its subscription to Festkoerperprobl eme - 
Advances in Solid State Physics ; UW had cancelled its subscription with the 
1974 issue* 

The list of 13 Biophysics journals not held by UW was perused by 
Profs. Lepock and Kruuv (UW Biophysicists). They determined that 4 of 
these titles represented serious omissions in the Biophysics collection 
and 3 others were less serious omissions. The 4 essential titles are: 

European Biophysical Journal 
Cancer Biochemistry Biophysics 
Cell Biophysics :_: _ 

Journal of Biochemical and Biophysical Methods 
The results of the tailored search are as follows: 



Cat ego ry 


No. of Titles in 
Tailored. List 


No. Held 

by UW 


Percentage 


Astronomy and Astrophysics 


22 


21 


95 % 


Biophysics 


23 


19 


83 


Physics 


48 


48 


100 


Physics i Applied 


28 


28 


IOC 


Physics, Atomic, Molecular 
and Chemical 


13 


13 


IOC 


Physics, Condensed Hatter 


23 


22 


96 


Physics, Fluids and Plasmas 


8 


8 


100 


Physics, Mathematical 


5 


5 


100 


Total s 


170 


164 


96-56 



these results would indicate that UW holds approximately 96% of the top- 
cited Physics journals which are required by our most demanding researchers 
in this discipl ine. 

Summary 

A collection is said. to be at an A-intensive bevel when it contains 
between 86-160% of the resources required to support doctoral and post-doctoral 
research with a minimum reliance on interlibrary loan. When we consider the 
heeds of the UW researchers only, it would appear that our Physics collection 
is at an intensive level in that the library can supply our Physicists with 
between 83 and 100% of their journal resources, as evidenced by the tailored 
results above. 




When we compare our Physics- journal collection against the universe 
of Physics journals (a task research libraries will be performing in the 
North American Collections Inventory Project (NACIP)), we take a greater interest 
in the results of our untailored search. If the NACIP verification study for 
Physics resembles the list of 203 top-cited journal titles, then bur untailored 
result? would also indicate that overall our Physics journal collection 
approaches an A-Intensive Level (at 81%). However, the subcategories of 
Astronomy (at 78%) and Physics (at 77%) approach a B-Comprehensive Level , and 
Biophysics (at 59%) approaches a C-Beginning Research Level . I shall be most 
interested in testing our journal collection against the NACIP verification 
study for Physics when this is available to us to see if these levels are 
in fact accurate. 

K the meantime, I recommend that, when monies are available, the 

Physics Fund strengthen the Biophysics collection by several titles, beginning 
.with the 3ourfla4 of Biochemical and Biophysical Methods, which is considered 
by the Biophysicists as the most serious gap in the Biophysics collection. 

If you wish, I would be happy to discuss the results of this 
evaluation further with you. In the meantime, should you require 
clarification or additional information, please contact me. 



CC: Profs. Leech and Hemming, Physics Library Committee 
Profs. Lepock and Kruuv, Biophysicists 
David Hull, Physics Librarian at Guelph University 

Attachments : 

Appendix I - Physics Journals Not Held By UW 

Appendix II Photocopies of Rel event Pages 
from OCR Listing All Titles 
Searched 
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IRVINE: THE UNIVERSITY LIBRARY 



21 July 1986 



CALVIN BOYER 
UNIVERSITY LIBRARIAN 

RE: Report of the Collection Development Task Group 



Attac h ed Is the report of the Collection Development Task Group. The 
work of the Group meeting together was accomplished in one day. _ The chair 
then wrote a draft report that was sent to all the members. The members 
respo n ded and the changes were considered in the final report. 

The Task Group was a particularly satisfying group to work with. 
Everyone participated , the work went smoothly , and the spirit was 
cooper a tive. 

Appointing members from other campuses was an especially good idea. 
Their participation was invaluable. 




cc: Collection Development Task Group 
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IRVINE: THE UNIVERSITY LIBRARY 



21 July 1986 



CALVIN BOTER 
UNIVERSITY LIBRARIAN 

RE: Report of the Collection Development Task Group 
Introduction; 

The Jtesk Group was convened by the University Librarian based on discussions 
between him aid Jthe ^iiertim Derolopffient Officer. They agreed that the 
tine was propitious to undertake an analysis of the model for the ma nagement 
of collection development processes. Members of the Task Group were: Ellen 
Broidy, Chair, LAUC-Irvine; Cynthia Butler, Acting Assistant University 
Librarian for the Biomedical Libraries; Sheila Dowd> Assistant University 
Librarian for Collection Development, Berkeley; Shirley Leung, Assistant 
University Librarian for Technical Services, Irvine; George Soete, 
As sistan t ttaiversity Librarian Collection, San Diego; Judy Horn, Head, 
Government Publicatians/Microf onns ; and Jay Martin Poole, Chair, Assistant 
University Librarian for Public Services, Irvine. The Task Group agreed 
early in its deliberations . that it was reccDmending improvements to a 
collection development program that was functioning "in a basically 
^tisfactory manner. The principal questions considered by the Task Group 
were those that concern the function of collection development and the place 
of the Collection Development Officer in the structure of the Library. The 
keyissue idehtif ied by J:he Task Group is that the authority and 
responsibility for collection development for all libraries on the campus 
has never been clearly defined. A related issue is the relationship between 
the person responsible for collection development and the 
bibliographers/selectors in the libraries. The Task Group feels strongly 
that the library-wide authority for collection development should lie with 
one position. 

!• The im portance of joliection development in the structure of the 
library: The Task Group affirms the need to maintain the priority of 
the collecting role of the Library. Collection development constantly 
i^acts an the success of the Library. This is particularly true in 
relationship to the faculty. In light of the recent combining of the 
Collection Development and Reference Departments, it is even more 
necessary that the importance of the collection function and its 
equivalency with public services and technical services functions be 
asserted. This equivalency will assure that collection development 
does rK>t become secondary in the goals of the library. 

RECOMMENDATION: The collection development function should be formally 
recognized to be of equal importance with the public and technical 
services functions of the library. 
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The level of collection development management in the structure of the 
library: The size and complexity of the library, the academic 
prog r ams , and the campus underlie all considerations in determining the 
level of management for collection development. Collection development 
functions require suitably hlgft-ievei administrative attention. The key 
question for the Task Group is: Should UCI have ah Assistant 
University Libr ar ian for Collection Development at this point in Its 
growth? The opinion of the Task Group is that it should for the 
following reasons* 

a. The functional organization of the li b r ar y demand s a level of 
responsibility for collection development equal to the other 
defined functional areas. 

b. Die need for campus-wide c o o rd ination of collection activities 
supports the position at the AUL level. 

c. The growth of the library and the complexity of the university and 
library environments both demonstrate that the threshold has been 
reached that requires ah AUL. 

d. The entire library is affected by collecting activities. As the 
collect ion grows, so does the responsibility and the level of 
administrative attention heeded. 

e. The need for caanunlcatlon among the disparate units responsible 
for collection development necessitates a level of r esponsibility 
in the position that will allow the flow of information in all 
directions. 

f. The budget for collection development is a significant part of 
the library budget and all areas of the library concerned with 
materials are allocated funds from this budget. 

g. It is necessary that one person be in a position of authority to 
advocate the collection development needs of the University, 

h. Co mp a rab le position exist at sister UC campuses and at 
other ARL libraries. 

RECOMMENDATION: The position how designated "Collection Development 
Officer 1 ' should be revised to Assistant University Librarian for 
Collection Development. 



Th e scop e of r e sponsibi lity of the proposed Assistant UMversltv 
Librarian f^^^olleGtlmr Development : Tlie r^poneibilities and scope 
of the position should be parallel to the scope and responsibilities of 
the other Associate/Assistant University Librarians. The proposed 
position change should include, in addition to the core 
responsibilities , participation in the administrative group and general 
management of the Library. 
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RECOMMENDATION : The position profile should contain the following 
concepts: 

USaer the general direction of the tJSiversity Librarian, responsible 
for coordinating and developing library-wide operations related to 
collection development, in order to ass ur e relevancy to campus programs 
and to assure consistency and quality of collections in" ail csaupus 
libraries. 

As the Assistant University Librarian for Collection Develoroent, has 
responsibility and_ authority for the management of the library 
materials budget; for the deveiqpisrt of policies relating to the 
Library's collecting activities; for iSe p^rSaingN ^vei^Sart, aixl 
management of the Library's collections; for liaison with faculty 
regarding selection and deselection of library materials. 

Represents the Library ih appropriate system-wide and campus 
organizations and other cooperative ventures. 

Shares in the responsibility for the recroitoCTt, ^ selection, hiring, 
orientation, training, and evaluation of refermce/bibiidgr^her 
librarians. 

Participates in the making of policy for the Library ^s a member of tSe 
Administrative Group and the Council of Department Heads. 

Directs staff as necessary to accomplish stated responsibilities . 

Performs other duties as required. 



Th e pla ce of the proposed Assistant University Librarian f or Collect ion 
D e v e lopm ent in the— Library administrative structure: The proposed 
ADL/GD should be en an equal level with the other Assistant University 
Librarians and should take equal responsibility with them in the 
general administration of the library including formulating library- 
wide plans and policies, 

RECOMMENDATION : The proposed AUL/CD should be included in the 
administrative group as a full member on an equal basis the other 
Assistant University Librarians. 



The rOace^j^-mfts^and ^Exoharae in the Library: Gifts and Exchange 
should be considered a mode of acquisition and should be a section of 
the Acquisitions Department. As with all acquisitions modes, close 
continuing coordination with collection development activities is 
essential. 

RECOMMENDATION : Gifts and Exchange should be an administrative unit of 
the Acquisitions Department. 
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The place -of Acquisitions in the Library administrative structure; 
Since the collection development and reference functions have been 
combined it is necessary to position the acquisitions function within 
the library. 

RECOMMENDATION: Acquisition^ should be a full department of the 
Library and should report directly to the Assistant University 
Librarian for Technical Services. 



Collection I^vel ogpent Ad^lsc»v Committee; At one point in the past 
there was a Collection Development Committee, composed of 
bibliographers anrt heads of departments affected by collection 
development decisions, arid a Bibliographers Group. Over a period of 
time the Bibliographers Group has superseded the Collection Development 
Committee. There is a need for structured communication among the 
various constituencies related to collection development. The 
formulation and implementation of policy A/mghffia that there be clear 
and adequate ccnmunicatian both upward and downward. The structure 
ttiat provides the commu nication channels needs both flexibility and 
continuity. 

RECOMMENDATION : The Collection Development Coramlttee should be 
reconstituted using the structure proposed in the Memorandum from 
priori Btczzaxt* to Calvin J. Bpyer dated _2_ October 1985 (attached as 
AppCTdix 1). A clearly stated charge should be given to the committee. 
In the makeup of the ccwmittee it is suggested that the heads of 
Special Collections, Reference, Serials, and Cataloging be reconsidered 
as permanent members and the option be established that designates 
could serve instead of the heads of the departments. 



Blblioqr^plaers^ itjgiaa; It is essential that all involved in the 
collection development (including branch staff) be involved in the 
enterprise. Ihis kind of forum will meet the larger communication 
needs of all the collection development staff. Such a group will offer 
the opportunity to maintain a constant information flow to the same 
people at the same time* It will encourage commitment on the parts of 
all involved. The forum will also act as an operational group and will 
provide an educational role. It will Increase the understaixiii^ of the 
roles of separate units. It will also serve as the informational body 
to provide background for decision making. Topics for discussion will 
include shared purchases, major purchases, interdisciplinary funds, 
NCIP, general collection matters, storage, and other cxxmxxi concerns. 

RECOMMENDATION: The Bibliographers' Forum should be constituted with 
the proposed AUL/CD as the chair. A charge for the group should be 
written and presented to the University Librarian for approval. 



The involvement of the proposed Assistant University Librarian for 
Collection Develomngut in the review^proces^ it is essential that thi 
proposed AUL/CD be significantly involved in the review process of 
librarians concerned with collection development. It is necessary that 



the person responsible for collection development make an a 
c oa trib^igg to the review file in the same manner that the review 
initiator does; Only in this way will collection development work be 
revised at the proper level. 

^ra^ffiplATieiN: Close coopez^icn tetv«^ the^ review iidtiator and the 
pr op os ed AUL/CD is essential; the prqposed AUL/CD and the review 
initiator should coordinate in developing the review dossier; The 
proposed AUL/CD should contribute to each librarian's dossier who is 
involved jn L tte collection derelqprnent process, L JEhe written statement 
of the proposrf ABL/GD should be included ^rerbatira in the review 
initiator" s Jetter. Both should review the dossier with the librarian 
being reviewed. 



10. The proposed Assistant Qniverai^ Ljaraajan for ^jl^ticm Deyeiu i i iTen L 
should be given adequate support services: The proposed position will 
require adequa te support. __Cc^i(teration dcaid be g iven to half-time 

li brar ian support. This ^preiticai should be a collection devel uijiggnL 

librarian at the early career stage. Since the work that the _§ssistant 
would perform i^lll be ^jta a su p po rt iv e role, It is not nec es s ary that a 
senior librarian be involved. Consideration should also be g iv e n to 
rot a t in g the position among collection cte^icpnent^ librarians^ Typical 

projects^ would include: NCI P, outside^ programs, collection 

evaluations , shared purchases, approval plan mop-up, shelf —list counts, 
and weeding projects. Secretarial assistance will also be needed. 

RECOMMENDATION : A ^ hadf-time preition should te made arailafctfe^ to 

su pport the^ proposed i^/CD This pos ition should be an early-career- 
stage librarian. Secretarial assistance should also be provided; 



il. Other considerations : Severed, items that do not carry re co m me ndations 
are: 

a. The p ropo sa l above should be given open hearings and should be 
discussed by the Librarians Association of the U niver sity of 
California, Irvine, by the Council of Department Heads, by the 
bibliographers as a group, and by a personal response fr o m the 
c ur re n t Collection Development Officer. 

b. Consideration should be give to a review of the general 
admin istrative structure? of the Library, particularly the extent 
of the Assistant University Librarians in the management of the 
Library. Also, consideration should be given to expanding the 
administrative group. 

c. In addition to the principal duties as described in the position 
profile, the Library may also want to consider other departments 
or functions that might be appropriate to report to the proposed 
position. 



cc: Collection Development Task Group 
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